SAM—SUBJECT INDEX

—A—
ABATEMENTS

Crediting....c.c.ceveriiriicecee e

Journal Entry, Kinds of .

Ledger Entry POStING.........ccceerenmininicccieieesseens
ABSENCE REQUEST (Form STD. 634).......cccovevvvereennn. 8594-94.3
ACCIDENT

Ambulance Service, Responsibility for ..............ccc.c...... 2581.2

Claim of Suit Against the State...........c.coeveriinnnciennne. 2461

First Aid, Institutions .

First Aid KitS........ccocoevnne

Injury Reports, Responsibility for...........c.ccoovicicinne 2581

Motor VENICIE ......ccooveiciiecce e 2430-2441

Recovery of Damages

from Third Party........cccoovvvicnnnnnnenns 8776, 8777.1-78

Reimbursement for Damage............coceoveeennncniccienan 0757

Repairs to State-Owned Vehicles ............ ..4115

Reporting, Supervisor’s Responsibility for ................... 2581.2

Reporting, Vehicle Accident............ccccovevrniccicnennne

Third Party Negligence...............

Transportation of Injured Person

WOrK CONNECEEM. ..ot
ACCOUNTABLE FORMS, Disposal Of .........ccoouvrierniiennnees 1750
ACCOUNTING

Allotment-EXpenditure............cocoevvniniciccernens 8300 et seq.

Audit Assessments ...

Basis Of ....c.cviiiicccce e

Books of Original ENtry ..........cccccevivrnecniennnceeenenne 7222

Cost Accounting, Maintenance of Structures .. ...8792

General Outline of Procedures...........cc....... ....71200-50

INCOME ... 8200 et seq

Institutional Stores .... ..10800-92

Investment Securities ... ...8770
Lump SUm Payments...........ccveveerinmnnierceinneseeeenenenes 8596
Miscellaneous Procedures...........cccocevririncees 8299.1, 8700-95
OFFSEL ..o 8790
Allocation of Costs 9200-9205
Property ... ...8600 et seq
RECOTUS ...t 7220
Reports ... .7230, 7900-82
SYSEEM OF .. 7150
Uniformity, Necessity fOor..........ccovvrrecriinnsecennne 7120
Withheld Payments, Accounting for...........ccccovvnvninnee 8795
ACCOUNTS
Allotment-Expenditure
Approved Depositories
BaNK ..o
Centralized State Treasury SYStem .........ccccceeeerrerieeenene 8001
Controller’s........coovvnencecnnnnns .
Controller’s, Adjustment to.
Federal FUNAS ......c.cooveeriiiieeeinrceciae

General Ledger (See General Ledger Accounts)
Numbering of Accounts .
Outside State SYSIEM......ccvureeierirrreeerseee s
Payable .....coviiieeee s
Receivable..........ccccoeevnee .. 8776, 10407-13
Collection Procedures..........c.cocoverveeeeceeennne 8776.5-76.7
Damage to State Property..
Deferred Accounts.................
Discharge from Accountability
General Ledger.......cccovvrvvvevreeeenrererennnns
RECOVEIY.....oviiiiiiiietee e
Recovery from Other Departments..
Savings & L0an ASSN.......cccovrrreerinirisieieeeeeees
Service(s) to EMpIOYEes.......covvvveeiervririnnnnns
Subsidiary Revenue Accounts .
TTEASUIEI™S ...
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ACCRUALS
Abatements and Reimbursements................. 10407-16, 10602
Accounts Payable..................... .10608
Change(s) in Method of Accrual..........cccccevevevvirvinceinnns 8793
Interest Earnings........c.coeeeveeinnenicenens 8290.2, 8290.3, 10605
Reporting Changes in Subsequent EVents ............c.ccceevnen. 7981
Reports to Controller’s Accounts.........ccccoeeererenee 7952, 10730
Revenue ..10409-16, 10602, 10610
TrUSE ACCOUNTS......oiiiiireiiiteesiceeie et 19305
WOTKShEELS ... 7953, 10740
Year-end ......ccvevivirieiniiceeeieeee e 8380, 8860 10602-10

ACQUISITION (See also the specific item)
EaSEMENTS ... 1323.15
Expendable Property ... 8652

Information Technology & Services
(See PROCUREMENT, Information Technology)

Real Property ... 1323, 8705

Unbudgeted Equipment. ..3521.4

VENICIES ... 3620
ADMINISTRATION

Reorganization/Organization ............cccoeeeevevnenneeinnnnnns 0101

Capitol Area Plan ... 1310.1

Reorganization, Approval of .........c.ccceevvvvecicinnne 0101, 606

Financial Policies
Fiscal Management, for

ADMINISTRATIVE COSTS
Central SErvice COSES ......ccvvverieierieiseieeeeeeese e 8753
Direct and INdireCt..........ccoovevveveiieiiecicecceeeeee e 8757
Federal Programs, Recovery
of Costs Related t0 ......cccovvvivericeiirceceeee 8756.1
INTEFAGENCY ..o 8758
ADVERTISING .....ooeiriiieinee s 0500 et seq.
Fixed Completion Contract ...........ccceeevvrrceieninniniceenes 1458.4
Help Wanted..........cccc....... ...0530
Limitations........cccevevievieieneiseeseeins ...1397
Paid Advertisements in State Publications .0580
Public Works Contracts............cccccevnnne ...0540
Sale of Real Property.........cccccevvvvvvieeeiernninsssenesesseenens 1323
Signs, ComMMErCial........coeueeiinrirceeee e 1323.14
AGENCY ACCOUNTING AND
FISCAL PROCEDURES. .........ccooooeiiirniiisieininne 7110-7240
AGREEMENTS
INEEIAGENCY ..ovveviieeiieieiee et 8758.1
Master Service Maint. & Rental.............ccccoevvevinnen. 3532-33
AIRCRAFT
Federal USe TaX.....oooovoiieiiereiieeiee e 8737

Pilot Qualifications.
Privately Owned .
RENEAL....oiiiiiicc e 0745

AIR TRAVEL (See TRAVEL)

ALCOHOL PURCHASES, TAX FREE
(See PURCHASES, ALCOHOL)

ALLOTMENT-EXPENDITURE ACCOUNTING

Allotment-Expenditure Ledger..........ccccoevvnniciccnnnnns 8302
Allotments,
ACCOUNTING ..t 8300-82
Capital OULIAY.........coeveiirecreeeeee 8363
Personal Services.. ...8341
Salaries and Wages........cccovvvrreeeiernnieesenenenens 8341.1

ALTERATIONS TO STATE BUILDINGS (See SPACE)
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AMBULANCE SERVICE (See ACCIDENT)

AMERICAN WITH DISABILITIES ACT ....ccoooviicinee 1321.18
ANNUAL REPORTS (See REPORTS)

APPEAL OF BUSINESS USE CERTIFICATION................... 1735
APPRAISALS (See REAL PROPERTY)

APPROPRIATIONS
AdVANCES T ....vevvviiceiee e 8100-8111.2, 10418
ANOHE......cooiec e 8320
Budget ACt.......c.occieeeinriee ...8301.1
Budgets Not Specifically Authorized .............ccccccvnnee. 8301.3
Capital OUtIaY .......ccccovveiriiicceie e 8362, 8422.2
APPropriations ........ccccoeeevereeerernneeeenes 1460.1-60.3
CONtINUING...c.cveverreiriicceee e
Invoices, Payable from Reverted Funds .
Other Appropriation and Executive Orders...........c....... 8301.2
Prior Year AdjuStMeNtS........ccccovvvrrereninnieeensseeienes 10240
Reversion
Special Construction FUNAS ...........ccccoenerrrecnnns 1460.4
Unclaimed Trust MONEYS........ccccovvviniecirierennnnes 18424,
ARCHITECT AND CONSTRUCTION,
STATE OFFICE OF ..o 1450
ARCHITECTURE
ASDESLOS Program.........cccverirnreieeiininseeesenesseeienes 1322.12
Asset Planning and Enhancement............cccoceeevennnneenens 1310
DESIGN. ... .1321, 1451, 1452.4
Revolving FUNd.........ccoovveenireeeseeene 1321.1, 1452.4

ATSS (See TELECOMMUNICATIONS)

ATTENDANCE RECORDS .......cocomiemrirnrrierneerneieennenns 8539-40
AUCTIONS
AAVErtiSING OF ... 0510
Surplus Property.............. ...3520.8
Vehicles, OFA Conducted ...........ceeoeririrnireienininsieeens 4111
AUDIT
Assessments, Accounting for.........ccoeviceiinnnnees 8286
AULNOTILY ..o ..6045

California State Auditor’s Office..
Finance, Department of ...

Freight Bills.................. ..3851
Frequency of................. .. 7240
Information Technology...........cocevveuicininniicccinins 20013
Travel EXpenses ......c.cccccceeveveeceene. 8422.114-22.115, 8711.3
AUDITING OF STATE AGENCIES........cccooceiviirenee 20000 et seq.
Administration of Federal Pass-Through Funds............. 20070
Audit Cycles, Objectives, and Control Points................. 20050
Identification of Federal Pass-Through Funds ............... 20070
Internal Auditing Standards
Internal Control ...................
Letters of Representation ..........ccccccevvvrvrveenneresseeinnnnns
Notification of Actual or Suspected Fraud and
IrreQUIATITIES ....vvevee e 20080
Requests by Federal Agencies for Audits of
State AQENCIES.....cvvvieeeerierireriree e 20020
Review and Reporting
on Internal Controls ..........ccooeevvnnienicceiinnns 20060
State Agencies Required to Report on
Internal Control Systems..........ccccevvvvvrreeierernrenenns 20060
State of Calif.—Central Audit Organizations................... 20010
Types of Auditors, Roles, and Standards...........cc.c......... 20040
AUGMENTATION FOR CONTINGENCIES OR
EMERGENCIES.......cccoiiiinieneneeneeneseeeeneenns 6536
Rev. 423
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AUTHORIZED SERVICES TO EMPLOYEES, OTHER.......11050

AUTOMOBILE OR AUTOMOTIVE (See VEHICLE)

AWARDS
Merit Award Program...........ccccceeevenneeenerennenens 4700 et seq.
SEIVICE AWAITS......cocveriiiieeieieeesisie et seesens 4700

_B-

BANK
ACCOUNES .ttt 8001-02, 19462
DEPOSIES ...t 8030-36
DIFAFLS .ottt 3580,8122
Reconciliations .........cc.cccvevevvvevinennns 7901, 7920, , 7923, 8060

BENEFIT
TRUST FUNDS (See TRUST FUNDS)

BIDS, COMPETITIVE
Construction CONtract...........cceeveevveerieesieeseesee s 1454.2
Information Technology.........ccccceeeivirireenreresseeeees 5200
LIMItING 1.t
Purchasing ...
Sole Source......
SUIPIUS PTOPEIY .....vcveveiiseeeieee e 3520.8
TYPEWITLEIS ..ottt 3674

BILLING
Automotive INSpection SErvice(s)......cccoevmnrriiierearnens 4113
Bills Of LAGING ..o 3840
Information, General Services...........covvrieririririreeninns 8471.6
Late Payment Penalty .........c.ccccoeevrneiiinnnicne 8474-8474.4
Freight Bills and

INVOICES.....cveverriiiiine 3800.3-01, 3850-51.2, 8422.101

Services of Employees, Hourly Rates...........cccccovvvrriennnes 8740
Stores Purchases .

Travel Expenses

BINDING PUBLICATIONS (See PRINTING)

BLANKET
Estimates and Purchase Orders ..........c.coeeeeeinnnineceenes 8342.2
Out-of-State Travel
PUIChase OFder .......ccoiuireiiirreecer et
BOARD OF CONTROL, STATE
ClAIMS .t 8710
Organization of Fiscal Management...........c.cccccevvrvvvreerenn 7340
BOND FUNDS. ..ottt senns 14400
BONDS
Insurance and SUFELY .......cccevvrvrureereeieierisisieeeerenenns 2400-82.1
State Treasurer’s Responsibility
for General Ledger ACCOUNES........ccoveveeervvrennnns 8930-32
Surplus Money Investment Fund .............cccccevneee. 8284.1

BOOKKEEPING MACHINES (See PURCHASES)
BOOKS AND PUBLICATIONS, PURCHASE OF.................. 3691
BOOKS OF ORIGINAL ENTRY (See ACCOUNTING)

BUDGET ...ttt 6000 et seq.
Administration
Program Objectives and Descriptions... .
Program Requirements...........cccoovrurccienienninennns
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BUDGET (CONL.) ettt 6000 et seq.
Allotment Transfer ... 8324
Annual Financial Plan
Development & Enactment........ccoovveveeivrenneeerennnenienns

Preparation and submittal.............cccooivnciiinnnnnns
Detail of Appropriations Adjustments............ccccceevrvrirenns
Augmentation, Ltrs of Necessity for Appropriation.........

Bill ANAIYSIS.....ccovivirieecieiisce e
Budget Act/Final Budget Summary...........cccccceenenne 6333,6350
Budget Allotment, Transfer of ..........ccccccevvrvvceieininnnnns 6539
Budget Bill .........cooiiiiiieccc e 6325
Budget Revision, Preparation of

and STD.. FOMM .....cccvenniieieeinieiniens 6533, 6542-6545
Capitalized ASSELS ....ovvvverereeirisieere s 6800-6899

Introduction and General .. ... 6801-6809

Planning and Budgeting........... ... 6810-6839

Administration of Capital Outlay................... 6840-6868

Capital Assets Financing Glossary Index,

Terminology, Acronyms and Forms............... 6899
Category Transfers .
Conference Committee, Budget..........ccooovnrrieiinnnccens 6340
Conversion Code LiSting ......cccuevveeiererireereerernneseereenens 6430
Deficiency Authorization............... ..6536
Department Budgetary Presentation ..... ..6400
Emergency Services by State Agencies.........cccovrveeeene. 6560
Enrolled Bill REPOIt.........cccovviiivieieeiiirieeeeese s 6965
EQUIPMENt ... ..6457

Federal Funds, Supplementary Schedule.. ..6460
Final Change BOOK............ccccoiiniiiiinsceeece e 6355
Forms
L 0 T 6453
10 (STD.).. .
P (=150 1) 1321.1
23 (RESD.) .oiieieicieiiieirinneeceieeies i 1321.12
25 (STD.) ettt e 6533,6539

26 (STD.).. 6533, 6542-6545

300 (DF) vttt 6451, 6454

301 (DF) vttt 6460, 6466

302 (DF) ittt 6450, 6457

399 (STD.)... .6601, 6603, 6606, 6614, 6615

607 (STD.) ettt 6448, 6527

613 (STD.) ittt 6448

625 (STD.)....... .

4083 (OREDS)

Forms, Finance BUdget .........ccveeeivrnrineieieeiveseeeeenns 6005
Fund Condition Statements..........cccceoevrreierennnseceene 6481
Governor’s Budget, Publication, Distribution,

Ordering and Public Sale ...........cccoeeeniinnirccenne 6320
HEANINGS oo 6310
Information Technology............. 6700-6780
Introduction to Budgeting Section...........coccceeevvrvrvieeennns 6000
Legal Basis for Budgetary Control ..........cccovveceinnninnne 6503
Legislative Analyst’s Analysis of the

Budget Bill ... 6330
Legislature
Legislative Calendar..............cocoeeevinnnrcieinneeeeeseea 6905
Local Mandates ..........cocvuvvvrnniicicinieeeeneee 6600-6616
Operating EXPENSES........cccvrveueeerererieieiens ... 6451-6457
Overview of California’s Budget Process .............. 6100-6220
Personal Services ..........cocoveeeenieininene 6403-6406, 6506-6527
Policy, BUGEL.......ccoovririreeeieieee e 6305
Positions:

BIANKEL ... 6439, 6518

Budgetary Approval.........cococccoeeninncieiennnneeens 6527
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Certification for Continued Payment

of Established PoSItions ............cccccovvnnicneee 6521
Expiring, Filled
Limited-Term.....

NEW oo
PermManent ..o
Reimbursements .........c.ccocovvvccicnenne
Revision of Programs and Allotments
Salary SAVINGS ....ccviveieriiiiriririeee s
Schedule:
A
8 .
8 SUMMAIY ...t
10 Supplementary Schedule of
ADPPropriations.........ccoeeeeeerreccienesrseereenes 6484
Section:
26 Category Transfers .......ccovceevenenecenenerseienes 6548
28 and 28.50 Letter Additional
Funding 6551-6557
31 Personnel Transactions... . 6406, 6418
Space Action Requests (FOrm 9)........ccccovvnrreninnnininnns
Staff BENEfitS.....c.cvvviicici s
Expenditures by Category ...................
Temporary help or Overtime Blankets
Claims and Tort Liability Budget Procedure..................... 6472
Two-Year Legislative SESSION ........cccceovrvrvrurrereierinesinieens 6905
Vacant Positions Report
VBLO oot
BUILDING IMPROVEMENTS .......cccooniirinrierneeeneenenns 1452.4
BUILDINGS & GROUNDS
Asbestos NOtIfiCation ... 2591
Building Maintenance ...........cccoovveeeieinneecieerseeeens 1330
Charges for Services...........c.c...... .1330.1
Display of Art, Posters and Notices ..1330.7
Facilities Planning ... 1310
Grounds MaintenanCe...........ccceevrrrreieeenininesieesesseeienes 1330
Purchase and Display of Flags. ..1330.8
Smoking in State BUildings.........coceeeevrnnenienineninn 1330.5
Use Outside of Regular Working HOUrS .........cccovvveeininee. 1330.3

BURGLARIES (See CRIMES)

BUSINESS USE CERTIFICATION, APPEAL OF................. 1735
—C-
CALENDAR OF REPORTS AND ACTIONS ........cccccovvnininas 7990

CALIFORNIA ACCESSIBILITY

REFERENCE MANUAL.......ccccovviniiiceinrneee 1456.3
CALIFORNIA PROJECT MANAGEMENT
METHODOLOGY (CA-PMM) .....coevrrerrerirnenes 4819.31(5), 4910
California State Auditor’s Office...........cocoevviiiiiiii e, 7380
CALIFORNIA STATE STRUCTURAL SAFETY INTERPRETIVE

MANUAL ..ottt 1456.3
CAPITAL OUTLAY

AOTMENT ... s

Appropriations....

Continuing......

Capitalized ASSELS .......c.oveveeriirreieeee e 6800-6899

Capitol Area Plan ..........cccoeeeeeiinnneccceeeeeee 1310.1

ENCUMDIANCES. ...t 8343
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CARDS
Credit (See CREDIT CARDS)
POSE e 2232
Signature
State Treasurer’s, FOrm 38...........cccoeevninieins 8001.2-02
CASH o 8000 et seq.
Accountability ........cccovviiicii 8022
Advance..........cccoeeeee .8116, 8180, 8580.4
Approved Depositories .........cccoevinnicviisreesis 8031
Cash Management Improvement Aci 8010-14
DEfiCIENCIES ...t 8072
Deposits......... 8030-36
Fiscal Agents. ...8002.1
General .......coccvrieneinnn, ...8000-02.5, 8090-99
General Ledger ACCOUNES.......ccuvvrerieeererenisieeenesesieienens 7610
Handling, Separation of Duties.. ...8080.2
Non State Money..........c.coeuue ...8002.5
Overages and Shortages .. .8070-72.1
Paid AGency CheCKS ..........cccviinniiiriciessn s 8050
Payment Funds (Institutional) ...........cccoveveeieinnscnenene 8121

Payments, Services to Employees.. .
Petty Cash (See REVOLVING FUNDS (OFFICE))

Purchase FUNGS.........cooviniciceeniccnees 8112-12.6
PUFCRASES ...t 3580
Receipts .. ....8020-23
ReCONCIIALIONS ......cociiieeecc s 8060
Recovery by Collection ...8593.1
Recovery by Offset ............. ..8790
Revolving Fund, Cash Book... ..8191
Separation of Dulties............ . 0.1, 8580.1
Shortages, Adjustment ...........cccoeeeeeninnninees 8072, 10509
Withdrawals ..o 8040-48
CATALOGS AND PRICE LISTS
Material Services SECtion..........cccoevrecieiinnseeienens 3542
CENTRAL STORES, OFFICE OF PROCUREMENT
(See MATERIAL SERVICES)
CENTRALIZED PURCHASING, PURPOSE OF.............. 3501-02
CENTRALIZED STATE TREASURY SYSTEM.......... 8001, 8890
CERTIFICATION
Lost or Destroyed Meal TiCKets.........ccoeeerinerricecnenns 11027
CHANGE FUNDS (See REVOLVING FUNDS (OFFICE))
CHARGE CARD (See CREDIT CARD)
CHARGES
INtEragenCy SErVICES ........coveeerirrreerereiiresieieeese s 8758
Living QUANTETS .....c.cueueriiriiiiiicirieieesee s 11033
CHECKS (See WARRANTS)
CLAIM
Against an EMPIOYEE ..........cccocvvvvniiicciicies 8790.7
Against the State .. ..2461
Board of Control ..........coovviiiciiiincccee s 8710
Capital Outlay Appropriations..........ccoveveererernrnennn. 8422.21
Claim Schedule
Consumer Use TaX Data .........cocevererenrneereereierennnnas 8731
Disbursements................ ....8422-27
Freight Bills......... .3851-51.2
Processing Claims ........cccoceeivrneeenininnseeeeseseas 8170
Real Property ACQUISItION...........ccceovrirvreeeriirinnnes 8705
Refund Claims................ 8240, 8424
Standard Entry NO. L......ccccooviineiennieeceesene 10501
Rev. 423
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Corrections (FOrm AUD=16) .......ccccoeverernnnreninennnens 8422.5
Damage to
Commercial Automobile ...........ccccovirriiciniinins 0758
Employee’s Personal Property .........cccovvveveierennns 8423
Private Vehicle ............... 0757, 2430-42.1, 8777.1-77.2
State Property, Third Party.........cccooevevienirnrnennnns 8778
Delinquent Invoices..........c.cceueueee 8471.4-8471.5
Electronic Fund Transfer by DGS..........ccccceevrvrvrreieennns 8471.2
Purchase and EXPENSe ........cccovrvrureeninenininiccneene 8170, 842
Claims for Refunds..........cocoeviiieivninrncceeee 11073.2
Gasoline TaX......c.coveeeuene ..8745.1-45.4
Governmental Cost Funds..........c.coocoenee. 8240-41, 8424
Revolving Fund(s)
AVANCES ...t 8595
ClaIMS .ttt 8170
Claims to Establish..........cccccovvvniiciiinnn 8425
DefiCIENCIES ... 8072
Standard Entry NO. L.....cccooovrvvveeieriineeeeenennns 10501
Warrants.........ccoeeeveeercennne ...8422.25
Short or Damaged Shipments... 3860-69
TOrt Liability. ..o 8712
Travel Expense Claim (See TRAVEL)
USE TaX ittt 8730

Workers' Compensation (See INSURANCE)
CLASSIFICATION OF FUNDS ...t 7400 et seq.
COMMERCIAL VEHICLES (See VEHICLE)
COMMUNICATIONS (See TELECOMMUNICATIONS)
COMPETITIVE BIDS (See BIDS, COMPETITIVE)
COMPUTERS (See INFORMATION TECHNOLOGY)
CONDEMNATION DEPOSITS FUND

Interest INCOME .......ccovvvvvrcinenne
Std. Entry No. 32 Interest Receive

CONFERENCE
Rooms, Use After HOUIS ........ccccevveevicrieeecieesee e 1330.5
TrAVEL 10 0724
CONSTRUCTION .....coorviiriicrneerereeeneerseeens 1328, 1453-1454.3
Project Undertaking (RESD FOrm 23).......ccccccvvnieieeen 1452.2
Public Works Board Approvals..............ccccceevenene. 6700 et seq.

Safety of Schools and Hospitals...
Services Available, DSA

CONSTRUCTION MANAGEMENT AND QUALITY
ASSURANCE MANUAL.......cccoeiiiiinnies 1454.3

CONSTRUCTION REVIEW.......coooiiiiiiiiiccei 1456.2

CONSTRUCTION SERVICES, OFFICE OF

Construction Management and Quality Assurance

ManUal ..o 1454.3
CONLACES ... 1454
INternet LOCALION .....c.ccovvieieiciiieinisnc e 1454
Phone Numbers ...... ..1454.3
Program PUIPOSE .......covviviiriiiniieieeseeeeeeee s 1454
SBIVICES ...ttt et 1454
Statutory AULhOTItY ....cvvvvvecceere e 1454
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CONSULTANT SERVICES
ATChITECTUNAL ...
Feasibility Studies & EDP Acquisition

CONTAINERS, RETURNABLE .......ccccooviniiienrsrseeeees 8765
CONTRACTS
Construction Services Areas -1V, HQ ........ccccoevvvienrnene. 1454
Design Services .
Regulation SErviCeS.........ccocerirrririeieiririsieeee s 1456
World Wide WeD........ocoiiiiiicceceeee

CONTRACT(S) ....
Advertising Space .

Approval

General SErViCeS.......ocovreeeiiinireneeee s 1215,1216

Fixed Completion Date........cccceevvrvrerrrreeesrnrinenns 1458.4
Authorization of Agreements..........ccocoeverrereienenrseeens 1208
Budgetary Approval ........ccocveeieninnieeeiennnneseenesenennens 6530
Centralized Purchasing (See PURCHASES)
Contracts Register ......c..coccveervrernnnn. ...1233
Exempted from General Svs. Approval .........cccocoeeeeenne. 1215
Freight Shipments ........ccocococevvrvrirnnnne 3802, 3885
GENETAL ...t 1200 et seq.
General Svs. Approval Required ..........ccccoeevrvrvverreeennne 1216
HAZAIAOUS........ecveiiiiiicice e 1216
Information Technology

(See PROCUREMENT, Information Technology)
Lease & Lease PUrChase.........ocooveecurvceninennnienenens 3700, 8632
Microfilm Services....... 1216, 1652
Optical Disk Services...
Policy...cccovvviiiinne
Private Architect.........c.c.ooovvvvnnnene
Project Undertaking (FOrm STD. 23) .......ccceoeevniriniecnnns
PUBIIC WOTKS ...
Rental.........ccocoeeinninieee
State Contracting Manual. .
Substitutions COMMITLEE .........ceveirirrirree e

CONTROLLER, STATE

ACCOUNES ..ottt 8800-8890
AJUSEMENES 10t 7955
Fund Ledgers........cccvvvvvveeernrenenns 8810-14

Numbering of Ledger ACCOUNtS..........ccoevervrirerreienens 8814
Conversion Deck LiSting .......cveeerererireeeennrireseeeenns 6116.3
Disbursements by

TraNSTErS. ..o 8451-60

WAITANTS ..o 8421-27
Organization for Fiscal Management...........c.cccoevvvvevennens 7320
Payroll FUNCHIONS ... 8520
RECEIPLS .. 8593.1, 8830, 10512, 18424.5
Remittance Advice (FOrm CA=21) .......cccccevevirrrrenens 8091.1
Salary Warrants, Distribution of .............ccccovvrvnnnee. 8580-80.5

CONVENTIONS (See TRAINING, OUT SERVICE)
CORRECTIONAL INDUSTRIES (See FURNITURE)

CORRESPONDENCE
Format (Letterhead)...
Governor’s Office .....
Memorandums..............
Return Address, Use OF ......cccoevveririicenniense e 2250

COST ACCOUNTING (See ACCOUNTING, COST)

COST CONTROL ... 1324, 1452.4
COUNTERFEIT CURRENCY ......ccovviiiiiiiiiiiccinniienns 8072.1
COURT WITNESS .....cocviiiiiiiiinn s 8594.1
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CREDIT CARDS
Acceptance of Credit Cards........ccouovvvveervivnreseeierenennns 8023.1
Air Travel ..o 8711.1

Automotive Equipment .
Billing Requirements.
Charge Notice Card

Department Responsibility for ... 4108, 8711.1
Deposits
Emergency PUIChESES ........ccccourriueeininneec e 3629
RECOT OF ... 8711.1
Vehicle Related Purchases ..........c.cocooeeeoinrnicniens 3590.1-90.
CREDIT REPORTS .....oiirieriiiiemnirerneeieneserseeie s 3514
Burglary, Robberies, and
CRIMES
Burglary, Robberies, and
Robbery Attempt ... 8000
Stolen Property..... ...8643
Copying Prohibitions...........cocovrreieinnnseeeneeseees 2880
Exemptions from Reporting ..........ccccevvvvvevevenicnnnnns 8640, 8643
Notification of Actual or Suspected Fraud and
IFreQUIATITIES ..vovvviieecc s 20080
CUSTODIANSHIP, OFFICE REVOLVING FUNDS.............. 8130

-D-
DATA PROCESSING (See INFORMATION TECHNOLOGY)

DECALS, IDENTIFICATION OF STATE-OWNED VEHICLES
(See VEHICLES, STATE-OWNED)

DECEASED PERSONS
Age Of DESIGNEE ......cooviriiriiiitccriee s
Deceased Employee Property Release ...
Deceased Inmate’s Personal Property ...
Funds and Property, Release of....... .
RELUIN OF ...

DEDUCTIONS, PAYROLL .....ccccooiniiiiiiiiiies

DEFALCATIONS (See CRIMES)

DEFENSIVE DRIVER TRAINING PROGRAM .........ccovvunne. 0752
DEFERRED CHARGES AND INVENTORIES ...........cccouue.. 7627
DEFICIENCY APPROPRIATION.......cccivitiinieernininneieninens 6536
DEFINITIONS
Agency Trust Cash FUNd...........ccoocceinnninicceriin, 8090.1
Allotment-Expenditure ACCOUNtING .......c.cccvvrvrrreerecnirnnene 8301
BUAGEL.......coeviieieiiriiccccee e 6000 et seq.
Bill o 6325

Cash, General ..
Change Book ...
Conversion Code e 6430

Drawings, Architectural 1450.3, 1451.3
EQUIPMENT.....oiiiiciice s 8614
Federal FUNGS .......ccoviveieiirece e 17105
Federal Funds, Expenditure of ..........ccocoeveeiinnnnsniens 7974

FOrmMS ... 1710, 1735
Freight Bills......... 3800.1
GOVernor’s BUAget ..........cocoeieirnieieiinenseeenesseseeieeens 6120
Headquarters....... ...0710
INCOME ...t s 8200
Information Technology ...........cccoeevnnnniiicceriinn 4819.2
Liquidated Claim........... ...8473
Minor Capital Outlay. ...6807
Offsetting........ccovvnee 8790.1
Permanent Appointment............cccoceinnnniciicesnnens 6509
Position(s),

Limited TermM ..o 6515

NEW o 6512
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DEFINITIONS CONT.
Permanent.........ccoouvvveineineesee e 6509
Temporary Help or Seasonal Blanket. ..6518
Program Statement ..........cccocevvvevviennenns ..6220
REQUIALION ..o 6602
REIMBUISEMENT......ciiiiieeeire e 6463
Residence
State Plans
Telecommunications
Travel Expenses
VENICIE. ..ot

DEFICIENCIES (See SHORTAGE)

DELINQUENT INVOICES,

DUE GENERAL SERVICES.......cccoeovinininiieieieininens 8471.4
DELIVERY SERVICE, PARCELS........cccceoeinnniieienieieninene 3831
DEMURRAGE, FREIGHT ......coiiiicieieiceissecceceieisns 3810
DEPARTMENT OF FINANCE

AUIT s 7240

Organization for Fiscal Management............c.cccccovernnine 7310
DEPARTMENT OF GENERAL SERVICES

General AUTNOTITY......cvvvveeiiircee e 0005
DEPOSITORIES, APPROVED.........coooiiiriieiniiseieeieieeinas 8031
DEPOSITS

GUANANTY ..t 19410

Introduction ..8030

LOSE ettt 8035

Miscellaneous, Unclaimed...........cccccoevvveiviciniieenienns 18424.4

PrOCEAUIES. ...o.veveeeceee e 8030-803
DESIGN SERVICES, OFFICE OF ......cccccovvnniiiiciiinne 1321, 1452

Background ... 1452.4
Building Improvements... ...1452.4
Client Services.............. ...1452.2

Cost Control ...... ..1452.4
Information.... 1452.3
Major Policies ... ...1452.2
Program PUIPOSE ......c.ccueueireeiricirieieeiereeeeieie s 1452
Project Management. ...1452.4
Quality Control......... ...1452.4

Special Programs..

Statutory Authority...

World Wide WED .......ccviiieiciineeceeseies 1452
DESTROYED, (See LOST, STOLEN, or DESTROYED)

DESTRUCTION OF PAPER WORK AND RECORDS
(See RECORDS MANAGEMENT)

DIRECT CONSTRUCTION ......ccovviiiiniciiciccniin 1328.12
DIRECT DELIVERY, COMMODITIES..........cooviniiiiiinns 10832
DISABILITY (See EMPLOYEE)

DISBURSEMENT VOUCHER (Form STD. 439)................. 8112.2
DISBURSEMENTS........coiiiiiinse e 8400 et seq.

Claim Schedule (FOrm STD. 218) ......ccoeeerervrrieicninns 8422.2
Electronic Fund Transfer by DGS . ...8471.2
General ... ...8400.1
General Ledger ACCOUNLS.......cc.ovvveveeireresieieeesesieieeeenens 7610
Reportable Payments....... ... 8422.19 et seq.
PaYIOHIS ...t 8421, 8451

Late Payment Penalties ...........coccoeovenrcciiiennnnenns 8474 et seq.

DISCOUNTS......cociiiiiiii i 3573, 8113
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DISCHARGE FROM ACCOUNTABILITY ....cccoovvviiiinins 8776.6

DISHONORED CHECKS
Income Adjustment, EXamples..........cccoeeievininnreicnennns 8290.9
Redeposit Charge .........ccceovevvvveeenriresseee e 8043-43.2
Standard Entry
No. 710507
No. 810508
No. 910509
NO. 20 oo 10510
NO. L1 oo 10511

DISPOSAL

Information Technology
EQUIPMENT.....cociiiiiiiircee s 5901-03
Supplies

Personal Property.......cocoveiceeinnscnienns 3520, 8634

Property ACCOUNEING........cccovrirrririerciinirereenns 8660, 8671-72

Surplus Personal Property ....

Unused Accountable Forms .

VENICIES ...

DOCUMENTS

ACCOUNEING RECOTUS ...vcvvvviviciciriiieee e 7220-21
Copying Prohibitions...........cocovreeiiininnrcecneeseeens 2880
Distribution of

PUblications .........cccoeeveinnncccieeieens

Free to Public.........c..o....
Posting, Controller’s Accounts
Printing Of ...

DOCUMENTS AND PUBLICATIONS
(See PUBLICATIONS AND DOCUMENTS)

DONATED STATE PROPERTY ....cccviiiiiiiiiniiicines 3521
DONATED STORES RECEIVED..........c.ccceoeiiiiiiniine 10822-22.1

DONATIONS (See GIFTS)

DRUGS, PURCHASE AND HANDLING.................. 3661-3661.2
DRY CLEANING AND LAUNDRY SERVICE.............. 11041-43
DUPLICATING
(See PRINTING or REPRODUCTION SERVICES)
DUTIES, SEPARATION OF ....cccccooiiniiiieieieeisinne 8080-80.1
DEPOSIES ... 8032.3
—_E-
EARNINGS FROM INTEREST, MAXIMIZE ........cccccovvrnenn. 8099
EASEMENTS ...ttt 1323.15
LEVERAGED PROCUREMENT AGREEMENTS.................. 5291
EMERGENCY
Death or SErious INJUIY .......cccovrvirieeeriesreeeeseseeenens 2430
Purchases.......c.cccccuue. ..3511-11.2
SBIVICES. ...ttt 6560
Sub-Purchase Order Use .......... .3571.2
Vehicle Equipment, Purchase of ..........ccccoooveniiccnnnnns 3629
EMPLOYEE(S)
ADSENCES ..ot 8534, 8594-94.4
Accident/Death—Rpt. to Attorney General...........c.cccc....... 2455
Attendance Report Form (STD. 672).....cccccovvvureeviervrnenn 8539
Benefit from Purchasing.........cccocoveeieiiinnicicnnnsceens 3504
(Continued)
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EMPLOYEE(S) Cont.
Deceased
Return to Headquarters ...........coeceoevnrnceienennininns 0772
Warrant Release
DiSability .....ccooveueeiiiec s
EXEMPL.cciiiieee e
Extra Hours, Auth. & Comp. (See SPB PTM)
JUNY DULY < 8594
Leave RECOI......ccoviiririeiiirieie et 8534
Maintenance Credit Notice
Meal, Cash Payment for..........cccoveeiinnninnnene. 11072.1
Meal Ticket
Refund for Unused Service..........ccoveeeeninirinienes 11071
Meal Ticket BOOKS ........ccoririiieciiieiiinsnicecieieissens 11022
Parking ........cccouevnee. .4118
Physical Examination... ..0191
Prohibited PractiCes.........ccocoevierrrciiinneeeeesesse s 3504
Recovery of Funds from..........cccovveeieinncscnnnn 8593-93.3
Relocation and Moving... 3820-29.2
ROSEEr Card......c.cvevieiriiieceieiee s 8520
Separated EMpIOYEes .........ccovecerinrninniens 8580.4, 11072.21
SEIVICES 10 o 11000-75
Service Awards ...
Suggestions ..........
Travel AQVANCES. ........cccveririeeeiirrsieee s
WAITANTS ...
ENCUMBRANCES
Accounting INStrUCtioNS ........ccvovvveveerererisieecenereieas 8340-43
Capital QULIAY ........oeeveiiiririeeeeee e 8343
General Ledger ACCOUNTS........cccovrvrverreeeiererisieeseereseseseens 10465
Lag oo
Leases (Form STD. 1)
ENDORSEMENTS
FOI DEPOSIL.....coeiiieieiie s 8034-34.5
Revolving Fund Checks ..o 8160
ENERGY ASSESSMENTS ......cooiiiiririrneineeeie et 1323
ENTERPRISE ARCHITECTURE.........ccocoeviunne. 4819.31(6), 4906
ENTRIES, STD, GENERAL LEDGER..........ccccceun.. 10501-10651
ENVELOPES
For Paper Stock Checks .........cvveeriiinnceciseicne 3696.2
USE OF oot 2261-6
EQUIPMENT (GENERAL)
Automotive. ....3620-29

BUAGEL ... 6457
Defined.....c.cooovvviinrinae ..8614
Information Technology.........ccccoovrieeieinnsecieeecne 5200
Acquisition (See PROCUREMENT, Information
Technology)
Definition .....c.ccovrviriieccesr s 4819.2
DisSpoSsal.....cccocoivinurieiiniirieeera 5901-03

Leveraged Procurement Agreements..

Food Preparation and Vending Machines.... ..1330
Heavy EQUIPMENt........ccccovieriririricieinnens ..3615
1dentifiCatioN ..........oueeiiiiecee e 3693
Lease/Purchase,
ANANYSIS....oececie 3700-31, 5207
FOMAL ...t 3731
Lease-with-Option-to-Purchase .3750
Present Value Techniques..... .3730
Review of Lease Decisions... ..3761
Lost, Stolen or Destroyed........... ..8643
Property INVENLOIY ........cccoeireiineriniieeses s 8652
Purchase of ........... ..3558-58.1, 8631
Records, LIVESIOCK.........cceueeiririririccierisiicieieeae 10991.1-.2
ReNtal OF ..o 1216
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Rental and Loans of ...........cccccoevveviiinciiceceeies 3522-22.1
Sale, Trade-In or Transfer ........c.cocoevvvvrvrnrernenns 8633, 8640-42
Surplus, Inspection.........

Telecommunications

EQUIPMENT (OFFICE)......conteinieirieinnereireeieeseienneneeens 3671-78
BUAGEL. ... 6457
Identifications of. . 3692, 8651
Lease/Purchase............... 3700 et seq.
Lost, Stolen or DeStroyed...........cocvveeeireenninnicicieenens 8643
MICTOTHIM ... 1654
Purchasing ... .3671-78

Rental and Loans. 3522-22.1

SEOTAGE ..t 3536

SUrplUS, DiSPOSAL.......ccoviviirieiciinre e 3520

Typewriters, Care and Cleaning... ... 3671

WOrd ProCeSSING......covvverereriirireeiereeresesieisenenenas 3677, 4819.3
(See EDP Equipment Definition 4819.2)

ESTIMATES
Blanket, ENCUMDBIaNCES .........cccovvvevvieiieierceereeeesieiens 8342.2
Capital Outlay Projects

Appropriation INCreases .........cccoovvnerreeeees 1460.2-60.3
Construction .6800 et seq., 1452.2
CONFIMING. ..o 3511.1
Purchase (FOrm STD. 66)........cccccvverrnrieecerinnreene 3550-59.2
Register
Books of Original ENtry ........ccocovevieninnnncciines 7222
Established POSItIONS..........cccoovvniiciciises
Standard Entry NO. 2.......cccovvirneeiinnececneenne
Transfer of Allotment..
REQUISTEIONS ...t e
STD. 96
Correct Problems ... 3566.1
ENCUMDBIanCes. ..o 8340-43
Inc./Dec. of Est., Purchasing..........c.ccccccevnene 3559-59.2
ESTIMATING AND ORDERING STORES. .........ccccccovvnnnn. 10806
EXECUTIVE ORDERS (REGULATIONS)
APPIOPrIALIONS ...t 8301.2
BalanCES.......cueuiiiieieei e 7957
BUAGELING ... 6601-6602
Publication Of ... 0530

EXEMPT
EMPIOYEES ...t 0400-22.1
Excise Tax (See TAX)

From General Services Approval:
CONLFACES ... 1215
Form STD. 23.... ..1452.2
Freight BillS.......ccoovivcieiiniecc e 3851.1

EXPENDITURES
ADEEMENLS ... 8364, 10220

Accounting for. ... 8300-82, 10210

Capital Outlay................ .6800 et seq., 8363
Federal Funds, Report Of .........cooeeeiinnnnccciecseeee 7974
General Ledger Accounts.. . 7605-7680
Information Technology .........ccccoeerinnncieninineecene 4819.2
Operating Expenses and Equipment ..........ccccocvevrvrvririenenns 8362
Parking FEES .....c.cuiiiiiiricieeitree e 0755
Personal SErVICeS........cccovrviiiieieieinrn e 8361
Pool Car Expense, Claim for...........ccocovnnreinnnncceens 0756
Purchase & Expense, Claims.........ccccovvvveeeiereieninesneinens 8422
Relocation..........cceininnneciieees 0721, 0775, 3820-29.2

EXPENSE CLAIMS (See TRAVEL)

EXPRESS SHIPMENTS ....cociiiiiiieeeee e 3830
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—F-
FACSIMILE SIGNATURES, USE OF .........c........ 8001.3, 8081-82
FARMING AND PROCESSING OPERATIONS............. 10900-94
FARMING OPERATIONS, REPORT OF ......cccccoonniniiicirinns 10990
FEASIBILITY STUDY

Information Technology.........cccveveieierirrecierennnns 4920-30.1

TelecommUNICALIONS .........ccoucueiirreceeeee e 4511
FEDERAL

Administrative Cost RECOVENY .........cocvvevcieriiirnnnn. 8753, 8755

Cash Management Improvement Act (See CASH)

GIANES ..o

Receipt of Federal Funds

Notice of Levy......ccccovvrene.

Publications, Purchase of .

Report of Expenditure of Funds...........cccccoevvninicienne. 7974

Supplementary Schedule of

Federal FUNAS ..o 6460
SUIPIUS PTOPEITY ...t 3521
Temporary Advance for Working Funds
U.S. Agency for International Development............ 8122

Trust and Agency FUNdS .........cccccervvnniiicnienas

Use Tax on Civil Aircraft

VOUCKENS. ....coiviiiiiiictee e
FEE SCHEDULES

Medical and Related Services............coovneueunee 0190.1-91-4

FILING EQUIPMENT (See Equipment (Office))
FILING SUPPLIES (See PURCHASES)

FINANCIAL CONDITION
Dun & Bradstreet ..........cocovvivveceniirrieceesseeeen 3514
Special Deposit FUNGS..........cccoviiciccreiiniccceinns 18420
FINANCIAL INTEGRITY & STATE MANAGERS'
ACCOUNTABILITY ACT (FISMA) ...cccvvierierrenne 20040
Internal Auditing Standards
Review and Reporting on Internal Controls................... 20060
FINANCIAL PROFILE INFORMATION REPORTS............. 3514
FIRE MARSHAL, APPROVAL of SPACE PLANS........... 1321.18
FIRST AID
Certified SUPPHIES........covviiiccicii e 2582.1
TO OFAEN .. e 3571-3571.1
FISCAL MANAGEMENT
California State Auditor’s Office........cccoveveiennniccennne 7380
Controller, State .........ccoeovevenene
Legislative, Analyst..
Organization for .........cccceevveeieirvssees i
FORMS MANAGEMENT ....coviiiviinienisiseieneseiseeens 1700-50
Agency Forms Coordinator Appointment ............coccceeuee 1705
Agency Forms Coordinator Responsibilities..........c.ccccovennne
.......................................................... 1700 et seq
Agency Forms Responsibilities ........ ..1700 et seq
Appeal of Business Use Certification............ccccorvreenens 1735
Business Use Forms/Reports ............ ..1710, 1735
Catalogs......cccovvvveeecnirinienns ..1725, 1730
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Control NUMDETS ...t 1740

(FMC) Forms Management Center ............cccceevnne 1700, 1701

Inventories and IndeX................... . 1735, 1740

Legal Impact, ReVIEW TOr.......ccccvvevivierirreeeesiseeenns 1725

POICY ..ttt 1700

Privacy Laws and Regulations...........c..cococeeiervivnirinieeinnns 1745

Procedures .........ccocovveieenns

Public Use Forms

Resource Documents/Handbooks ............c.cccc.e..... 1700 et seq.

Rules and Standards ............coceeeeeinnnnneceieessenes 1701

Standard State (STD.) FOrms .........cccccvveuuee 1701, 1710, 1730

Unused Accountable Forms, Disposal of ..........c.c.cccceevnin. 1750
FORM 23

AUthority fOr REVIEW......c.oovivieeiciciirccess e

Request for Project Undertaking.. .

Request for REVIEW .........ccccovvirncciinsncece e
FREIGHT

Agency Responsibility ... 3804

Bills and Invoices

AUIES .o
Bills Of Lading.....cccovvvvvveeeriiriseeeeressee s

Definitions, Rates, etc.
DGS Approval Needed

Exempt from DGS Approval.........c.ccccoeeenenncinne. 3851.1
Carrier SeleCtion........ccocverieinrcccess 3800.1
Centralized SErViCesS.........coveeeniriniririeeniersseeens 3801
Claims.......ccccouuene 3860-69
DEMUITAGE ...t 3810
Insurance Rates...........ccccovvrreeeiirnniens 3811, 3820.1
MOoVINgG & StOrage ........oceeeerererirereeeneeirisieeenes 3820-29.2
Rate AQreemeNts .......covvervverieerieenieesiee e 3885
ROULING GUIE ... 3800.1
Short and Damaged Shipments.............ccccevvneee. 3860-69
Split Pickup and Delivery
Tariffs oo
Tonnage Distribution Report............ccoveevinrirnennns 3880
FUELS AND PETROLEUM PRODUCTS
INVOICES....eeviiiieieieie et 8422.102
PUIChasing .......ceeiinricciecc e 3681-89.2
FULL COST RECOVERY ..o 8752

FUND BALANCE, ANALYSIS OF CHANGE IN
Nongovernmental Cost Funds

Retirement ........cccoovvviiiciiiie e 16400
Trust & Agency Funds Federal..................... 17101-400
Non-Treasury
OLhEr ..
FUND BALANCES, VERIFICATION OF ..o 7910
FUND DISTRIBUTION, CHART OF .....ccovoiiiiiiriricies 7610
FUND LEDGER,
STATE CONTROLLER’S ACCOUNT .......ccovernne 8810-14
FUNDS
AAVANCE PAYMENLS .......cveviiirieieieiee s 1216
Bond FUNGS.......cooviviniiiciceiii e 7410, 14400
Cash Purchase (Petty Cash).........ccccovvenrnieeininnnecens 8112
Classification Of ... 7400
Condemnation Deposit Fund
Entry No. 32 Interest Received .........ccoccovvvieninnne 10532
INtErest INCOME ..o 8284.2
Discharge from Accountability .... .8776.6
Establishment of New State Funds............ccocccovvinniinnnes 7450
Federal
Federal Trust & Agency Funds............ 7410, 17101-400
Report of EXpenditures...........cocveecennnnnicnees 7974
Temporary Advances for Working Funds ............... 8122
(Continued)
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FUNDS (Continued)

Governmental Cost Funds
Accounting INStructions.............cccoveerirerenene
Definitions
General FuNds (State)........ccoooverereenenerinineenes
General Ledger Accounts..........ccccvenee.
RepOrts ...c.cvvveicice

Institution Cash Payment Fund..

Nongovernment Cost FUNdS..........cccccevrreecnnee

REPOIES .

Retirement FUNAS ..o

Trust and Agency Funds
Federal ...

Office Revolving

(See REVOLVING FUND (OFFICE))

Surplus Money Investment Fund............ccoceeeennne 8284.1
TrAVEL ..o 8116-17

FURNITURE/FURNISHINGS
Modular Systems FUINItUre..........c.ccoveereiiennnieenenes 1321.17
Prison Industry Authority....
RECYCIEA ...

GARAGES, STATE (See Vehicle, State-Owned)

GASOLINE
Purchase of ........cccceevvvvvnicinrirseeen 3687.1-87.2, 8422.102
TaxX RefUNAS ......cvvveiiieiicceceee e 8745.1-45.5
GENERAL FUND, STATE ....ccciiiiiieieeeeessie s 7410
GENERAL LEDGER ACCOUNTS........... 7605-80, 10401-10475
Charts, Treasurer ............. .8911, 8921, 8931
Governmental Cost FUNS..........cccocevvvriveereeieinneninnns 10401-75
Integrated Chart of .......... ....7605-80
NUMDBEIING c.eevvevceii e 8814
Purpose and Nature of.. ....7605-80
State TrEASUIEN ......cveeveeeeeeeriere et 8900-32
GENERAL OUTLINE OF PROCEDURES
ACCOUNTING ...cocviccceese e 7200-50

GENERAL RESPONSIBILITIES AND SERVICES
FOR STATE POLICIES AND PROCEDURES ...0100 et seq.

GENERAL SERVICES, DEPARTMENT OF ......ccccocvnierninnnne 8471
Collection of Delinquent INVOICES ............cccrvevernnrineee. 8471.4
GIFTS
Documents REQUITEd........cccovvvvveeeeriririeieeeesise e 8634
Personal Property ..... ..8634
Real Property............ ..1322
Special PUrPOSE TIUSES .....cvveveeeiiirenirieiee e 19440

GLOSSARY (See DEFINITIONS)

GOVERNMENTAL COST FUNDS (See FUNDS)
GOVERNOR’S OFFICE ........coovimiininiiiiincciins 0200 et seq.
GRANTS ..o 0900
GROUNDS (See BUILDINGS & GROUNDS SERVICES)
GUARANTY DEPOSITS.......cccoiiiiiii s 19410
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HANDICAPPED
ACCESS REGUIALIONS. ......ceiiieeieeesisie e 1456.2
HAZARDOUS MATERIALS CERTIFICATION.................. 3840.1
HEALTH & SAFETY CODE COMPLIANCE..........c.cc..... 1321.18
HEALTH & WELFARE FUNDS, CONTRIBUTIONS TO
HOLIDAYS ..ottt 8740
HOSPITALS AND MEDICAL SERVICES AT STATE FACILITIES
........................................................................................... 0190
HOURLY RATE ...ttt e 8740
HOUSING, STATE-OWNED
Rental by EMPIOYEES.........coviveviriiiiiiciieeiie 11031-33
—1-
IDENTIFICATION OF FORMS ... 1720, 1740
INCOME ..ottt 8200 et seq.
ACCIUAL oo 8290-90.4
DEFiNItioN....c.cviiriitcee e 8200
From INVESIMENTS ..o 8284
Overpayment & Underpayment .........ccccevvvevreereerereseneerens 8241
Sundry Items.......ccveeerernreninnns .. 8281-84.2
TAX o 8572, 8572.1-.2, 8572.5
INDIRECT COST ..ottt 8755.1-.2, 8756
INDUSTRIAL INJURY EMPLOYER’S REPORT
PaYTOIIS ..ot 8535
Workers” COmMPeNSation...........ccceererrriecninesrieee s 2580
INFORMATION
INQUITTES .. 2464
INFORMATION SECURITY ...oociiiirinnniiiciieininins 5300 et. seq.
INTFOAUCTION ..o
Statutory Provisions .
Applicability ................
Agency Responsibilities..
Definitions...................
Risk Management...
Risk Analysis.........cccoonnniiicninennne
Agency Risk Management Program .....
Policy, Standards, and Procedure Management.
Organizing Information Security ............
Agency Management Responsibilities..
Agency Designations.............ccccceu.e.
Asset Protection...........ccccceeenene.
Ownership of Information............cc.c.....

Responsibility of Owners of Information ....
Responsibility of Custodians of Information
Responsibility of Users of Information........
Classification of Information .
Human Resources Security .................
Physical and Environmental Security ............
Communications and Operations Management .
Information Integrity and Data Security ...

Personal Computer Security.................. .
ACCESS CONLIOL.......ceeeeirieire e
Information Systems Acquisition,

Development, and Maintenance............cccocoevreeuneee 5345

Software Licensing Integrity Practices . .5345.1

Cryptography ........cccveeeeeecereennsnieeecceeesnes 5345.2
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INFORMATION SECURITY CONT.

Incident Management...........coourueereeninennisieeneess e 5350
Information Security Incident
Reporting Requirements ...........ccccoeeerrrceiencnenenn 5350.1

Criteria for Reporting Incidents...........c.ccccevrveneee. 5350.2
Incident Follow-up Report.......

Disaster Recovery Management ....
Disaster Recovery Planning..........ccccceevererereneenns
Agency Disaster Recovery Plan............cccccovveee.
Additional State Data Center Requirements..

CoMPHANCE.....cvieeeceie e s
Compliance Summary

INFORMATION TECHNOLOGY .....ccovvirriieerrinrinireens 4800 et seq.
Agency Information Management Strategy. 4900.1-.03, 4925
Audit Requirements ..........ccoveeerinnenn. 4819.34, 4844, 20013
Budgetary REVIEW .........cocoviieciiiciiccccee 4819.42
BUdgeting .......ccoeveeiirieicreiseeee ..6700 et seq.
California Software Management Policy.............c.ccccuuee. 4846

Certifications4819.39, 4832, Computer Assisted Retrieval-

MiCrOfilm ..o 1650-52
Data Centers.................
Definitions Pertaining to..........

..4819.2, 4900.1, 4989.1

Desktop and Mobile Computing..........ccccceevrvnee. 4989-4989.3
Delegation ..........ccccoevvvnniinnee 4819.34-.38, 4900.2, 4989.2
EXCIUSIONS ..o 4819.31
Feasibility Study... 4819.34-.35, 4920-30.1
General POliCIes.........ccovcivniniciee 4800-19.42
Information Management Planning ... ....4900-03.4
Information Technology Infrastructure Policy ................. 4834
Information Technology Capital Plan4904Management
PrINCIPIES ..ot

Ongoing Information Technology Activities...
Organization and Staffing ..........cccccovnieiiinnnceenns
Planning......ccccccvvvienininnian. 4819.31, 4900-03.4
Previously Approved Effort..........cccovviicieicnnniennn. 4819.40
Procurements (See PROCUREMENT,

Information Technology)

Project OVersight..........cccccoeernnniccneeinnes 4819.34-.36
Project Review, Reporting, and Evaluation..... ..4940 et seq
Maintenance and Operations Plan Palicy ................ 4946
Post Implementation Evaluation Report..... ..4947
Special Project REPOItS ........cccvervevevnnniceicicienaes 4945
Property ACCOUNEING ......ccoveveveiririeiciei e 8600 et seq.
Reports
Agency Information Management
Strategy (AIMS)................. 4900.5-.7, 4903
Budget Change Proposal (BCP) ................. 4819.34-.37,

...4819.42, 4900.5
Feasibility Study Report (FSR)........ 4819.35-.38, 4928
Post Implementation

Evaluation Report (PIER)........cccoeeeiieinnnnes 4947

Security Incident ..o ...5303.1

Special Project Report (SPR).......ccccoevrienneciine 4945
Project Reporting Criteria............... .4819.37
Reporting Exemption Request ..........ccocveveeienrnninne. 4819.38
Standards ........ccooveviiicnenns 5100-80
Statutory Provisions

Governmental Code ..........oovovicieennnniccnes 4810

Management Authority & Responsibility......4819.3-.42

Telecommunications
in EDP Equipment Definition.............ccccoevvnnenee 4819.2
in Information Technology Definition ...4819.2
Annual Reporting of Costs .............. ...4903.2
Voice/Video Exclusion............. .4819.32
Training and Employee Development ...........cccccvvneenns 4854
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INJURY REPORTS, RESPONSIBILITY FOR
(SEE ACCIDENTS)

INJURIES INVOLVING THIRD PARTY
NEGLIGENCE. ..o 8537

INQUIRIES BY PUBLIC (See INFORMATION)

INSPECTION(S)
Architectural ConstruCtion ............ccccovvvnieiceennnnenn 1454.2
State-Owned VehiCle..........ccooeviiniicicneeeeee 4113
INSTITUTIONAL FARM OPERATIONS ................ 10900-10994
INSTITUTIONAL STORES ACCOUNTING........... 10800-10892
INSURANCE
AGETTAVED i 2410
Approval ReqUIred ... 2410
Automobile, Privately Owned.............cccovevrvrvnnne. 0753, 2420
Legally Uninsured .........c.ccco...e. 8780Motor Vehicle Liability
.............................................................. 2420, 8777-77.2
Nonindustrial Disability .......cccccoveeieririrresieierseeinens 8538
SUFEtY BONS ...t 2481
Temporary Disability.. ..2583.1
UNemployMENt ..o 8535
Workers’ Compensation
AUIES . 2584
Agency Responsibility .................. .2580.2
Benefits, Notice of (CIF Form C-68) ..2581.8
BUdgeting ......cccceevevrireiieeie s ..8780.2
Claims, EMPIOYEE. ......coeirirreeieiiriniseee e 2581.4
Claims, Self-Insured Agencies... .. 8780-80.2
EXPENAItUIES ...t 8361
Medical Treatment..........cccovevreeecicenisnnecees 2582
Responsibilities & Procedures ..........cccccvvueuee. 8536-37

Reporting and Investigating Accidents/Incidents
Involving State Employees or State Property .......... 2455

INSURANCE AND SURETY BONDS .......ccccooveerinne 2400 et seq.
INTERAGENCY
AGIEEMENT ... 1200-15
Services, Charges for.........cccovevevrrvecieniinnns 8758-58.1
INTEREST EARNING, MAXIMIZATION OF........cooecvrvnnne 8099
INTERNAL CONTROL,
OFFICE REVOLVING FUNDS................... 8080-80.1, 8180

INTERNET (ARCHITECTURE) ......... 1450.2, 1452, 1454, 1456.3

INVENTORY
Business Use FOrmS/RepOrtS...........ccocoeeerirerccrenns 1710, 1735
Annual, of Mobile EQUIPMENt........c.cceevieririrreeeieans 4114
Management, SUPPHIES ........ccceirirririeiirireeeee e 3535
Public Use Forms
Purchased Stores.....
Report, LIVESTOCK ......cccveveeeiriisieceneresieiee s 10991-91.1
INDEPENDENT CONTRACTORS......cccoviiieirieirenn 8422.116
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INVESTMENTS
General Ledger ACCOUNLS.......cooovevrveereerirenirieieeenens 7622, 7820
INCOME FrOM ... 8284
TIUSE oottt e 19460
INVOICES
AAVEITISING .o senens
ATTTINE .
Automobile Rental
Billing (DGS) ....cuvuieieieirieiniiriteeee et .
Blueprinting and Reproduction.......c..c.cccoeevrvrvrvrienenns 8422.105
Cash Purchase Funds .............. ...8112.2
Containing Freight Charges 3851.2
Contested........ovveerenenne .8471.5
Contractual Services......... 8422.104
Delinquent, General Services..... ...8471.4
Electronic Fund Transfer by DGS .........ccccoevririvrneinnnns 8471.2
Freight and Transportation...........c.cccceeeeversccneennenn

General Services, Dept. of ..
Notice of Correction

Payable from Reverted Appropriations ..........cc.cccoceenne 8422.7
Payment, Preparation of ....................
Revolving Fund............ .
Sole Proprietorships .........cooveeenninceienessiseeens
Telephone & Telegraph, Audit of .................... 4590, 8422.106
TrRAINING ..o 8422.113
Transportation Expenses, Verification of . ...8711.3
Vendors Institutional StOres...........cccoeveeienininrincicnenns 10808
ITEM CHANGE, PROPOSED NOTICE OF.......ccccoevrriene. 3560
ITEM COUNT, BANK DEPOSITS....cooviie v e 8033.2
—J-
JOURNAL ENTRIES ..ottt 10501-53
Controller’s 8452, 8830
Plans of Financial Adjustment.............ccccco.... 8452, 8715
JUDGMENTS AGAINST EMPLOYEES’ SALARIES ........... 8593
JUNKED PROPERTY ..ottt 3520.9, 8643
JURY DUTY Lottt 8594
K-
L

LAND (See REAL PROPERTY)
LATE PAYMENT PENALTIES.........ccoooiiiiiinnnns 8474-8474.4
LAUNDRY AND DRY CLEANING SERVICES............ 11041-43

LEASE, LEASE/PURCHASE

CONLFACES. ...t 8632

Finance Review of Procurement DocumentsLease/Purchase of
Equipment
(See EQUIPMENT GENERAL)

Office and Warehouse Facilities...........ccccoevvrinicnnee.
AULNOTILY ..
Leasing ServiCes........coovuieeeuenninniiisicsieieeneas
Space Allowances .................
Sublease of State Leased Space.......

State-Owned Property, Leasing to Others .......
Automated Teller Machines in State Bui
Competitive Bidding Requirements.....................
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LEDGERS
Allotment-EXpenditure...........ocoeevevvrreeerennninenns 7829, 8302
Fund, State Controller’s Accounts .. ... 8810-14
Postings and Forms..................... 7223-23.4
Prior Year Adjustments................... ... 1831-32
Receivables, Office Revolving Fund ..........cccovveeennnne 8192
Stores, Institutional Stock Records ...........c.cccceuennne. 10851-52
Treasurer’s ACCOUNtaDIlitY ....cccoovvvvveveeiirivcseceee e 8880

LEGAL BASIS FOR

Budgetary Control ..........ooeeernnneciienreecesseeeiens
Finance and DGS Controls...
Freight (Control Of) ..o
MailiNg LiSES. ..o
Microfilm.....

Purchases............cccuuee.
Reorganization Proposals............ccceeevrnieeininnineceens
LEGISLATIVE ANALYST ..o 7360
LEGISLATIVE BUDGET COMMITTEE ......oceovvnvivirinirinnnes 6130
LEGISLATIVE/LEGISLATION 6900

TSN = -
Constitutional AMendments..........c.ccoerveneereeennnnnenns 6920
Departmental Proposed Legislation ...6950
Enrolled Bill Report .................... ...6965
Hearings.............. ..6955
Legislative Calendar.. ...6905
Legislative ProCESS .......cccovruceiirinisieeesireie e 6945
RESOIULIONS ... 6925-40
LETTERHEAD

LIABILITY
Contingent and Real ..........ccoovnieiiiinnceeeeene 8751
Insurance, State-Owned Vehicles.........cocveeivrirrinneinnns 2420
Tort, Payment ProCcedures ..........ocoeeeerenenmneniceneneresennenns 8712
LIBRARIES, COORDINATING DISTRIBUTION..........ccc.... 3120
LICENSE (S) AND PERMIT (S)
Federal Communications COmMmIsSion .........cc.cvvereenen 4530

LIGHT GLOBES (See PURCHASE, LIGHT GLOBES)
LIMOUSINE (See VEHICLE, COMMERCIAL)

LISTS, MAILING
(See MAIL MANAGEMENT SERVICES)

LIVESTOCK
INVENLOrY REPOIT......c.cviiiiicicirieceeeicene 10991-91.2
SUrplUs, Sale Of ..o 10950
LIVING QUARTERS, STATE-OWNED .......cccccouvirricinnnne. 11030
LOAN AND RENTAL OF EQUIPMENT .......ccccooevviniiinee 3522
LONG-RANGE FACILITIES PLANNING..........ccovvviiinnne 1310.3
LOST, STOLEN OR DESTROYED
Meal Tickets, Certification for.............cccocovvvniniiinnae 11027
Personal Property ... 8423
Prohibited Practices ...3504
Property ......cccovevennne ...8643
Resistance during Robbery..........cccooviiiciinnnnccns 8000
State Property ................ 8640, 8650-51
SUNVEY REPOITS ...t 8650

LUMP SUM PAYMENTS, RECOVERY OF..........cccevvvinnee. 8596
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—M-
MAILING LISTS ..ottt 3151
PARCEL DELIVERY ...cooiiiiiiniiticieiss e 3831
MAINTENANCE

Buildings and Grounds............ccccoeoeerreceiinnnecensnes 1330

Telecommunications ... ..4525

Vehicles, State-OWNEd........c.covvvrrieeeeriirieieceeseeene 4101
MANUALS

AGENCY ACCOUNTING......ciiiiieieiiririnieieiee st 7150

California Accessibility Reference ..........ccccoevveernnnns 1456.3

California State Structural Safety Interpretive

Manual...... ...1456.3

Defense DIVING ........oceeiininirieeeieereseeeeseses e 0752

State Administrative Manual... 0001-0030

OFA State Fleet HandbooK ............cccoceeiinininciciiiinecns 4100
MAPS, U.S., GEOLOGICAL SURVEY, PURCHASE OF......3695
MASTER AGREEMENTS

Approval by General SErvices ..........cooerrreieninnseeens 1215

Equipment, Lease/Purchase .... ....3532-33

EXempt from CSCR .......cciiiireceeee s 1233
MATERIALS MANAGEMENT ..ot 3535
MATERIALS SERVICES SECTION ....ccooceuriiiriniieieirinisisinens 3540
MAXIMIZATION OF INTEREST EARNINGS........ccccocvvunene 8099
MEALS

Business Related ...........cocooireeieniinniecceseeeeenee

Meals and Meal Tickets ..

OVEITIME ..ttt

MEDICAL & HOSPITAL SERVICES

AT STATE FACILITIES......ocooiiiiniitccercene 0190
MEDICAL SUPPLIES AND SURPLUS DRUGS................. 3661.2
MEETINGS

After Hours, State Building ..........ccceoeevvvnneiennnneenns 1330.3

CONFErENCE ... 0724
MEMORANDUMS

FOrMAt ... 2820
MERIT AWARD PROGRAM .......cccoovvnierinrienninnnns 4700 et seq.

Eligibility of SUGQeStioN ... 4702

AWards........cocoeeeiinnnnn, ..4700

Eligibility for Participation . ..4702

Nonadopted SUGQESLIONS..........ceerireririeeceinreeeee e 4702

ReSpONSIDIlItIES ..o

Special Acts and Services ...
Superior Accomplishments

MICROWAVE
EQUIPMENT ..ot 4525

MILEAGE RATES (See VEHICLE, PRIVATELY OWNED)

MISCELLANEOUS
ACCOUNTING PROCEDURES...........ccooovuiiinne 8700 et seq.
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MISUSE OF STATE PROPERTY

Copying & Duplicating EQUIPMENt.........cccceevrvrirrrieeernnnns 2880

Motor Vehicles ......c.cccovveviviennnnn.

Nonstate Money.. "

Prosecution fOr.........cocevveiriceniee e

PUICRASES ...vvviece et

TElEPRONE ...
MOBILE HOMES, TRANSPORTATION OF.......cccocovvinirinene 3827
MONETARY LIMITS

PUICNASES ...ttt 3571
MONEY ORDERS

ACCEPLANCE OF ... 8023

ENdorsement Of ........cccccovvverneniie e 8034.1-34.2
MONEY'S, UNCLAIMED TRUST........ccccevvnrniineen 18424-24.7

MOTORCYCLES,0020(See VEHICLES, PRIVATELY OWNED)
MOTOR VEHICLES (See VEHICLES)

MOVING AND STORAGE
Employee Charges.........ccvniicceinnineicsieesseseens 3824
Household EffeCts .........cccveivveieneiiveiscceceeiens 3820-29.2
MODbile HOME ..o 3827
Office and Institution MOVES.........cccoeivveieverirerieceennn 3811
OVerseas ShIPMENtS..........ccueerrncce e 3825
REIOCALION......ccviiei et

Self-Haul Moves.....
Moving Expenses

—N-
NARCOTICS. ...t 3661.1
NEGOTIATIONS

Freight and Storage Rates..........cccecevvrvrvvverieenierennns 3801, 3885

NON-GOVERNMENTAL COST FUNDS (See FUNDS)
NON-STATE EMPLOYEES TRAVEL (See TRAVEL)

—0-
OFFICE EQUIPMENT FILING (See EQUIPMENT (OFFICE)
OFFICE FACILITIES (See LEASE)

OFFICE HOURS, STATE OFFICES. ......cccccoocinininiininiiciinins 0180
OFFICE PLANTS ...ovviiiriicinssse s 1330.6

OFFICE REVOLVING FUNDS
(See REVOLVING FUNDS (Office))

OFFSETS ..o 8790
OIL (See FUELS AND PETROLEUM PRODUCTS)
OPERATING EXPENSES AND EQUIPMENT

Accounting for........ccoevevivveeciennnseeee 8342.1-2.3, 8362
BUAGELING ... 6451
ORDERING AND ESTIMATING
INSEItULIONAl SEOTES.......cvvviiieciicieii e 10806
Supplies from Material Services Section ............c.ccveveee 3543
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OTHER GOVERNMENTAL COST FUNDS (See FUNDS)
OUT-OF-STATE TRAVEL (See TRAVEL)
OUTSTANDING CHECKS

AGENCY ..ttt 8042, 18424.2
OVERDRAFTS ..ottt 8047
OVERPAYMENTS

Collection of ..o 8776.5-76.7

Income
Payroll Accounts

PAPER AND PRINTED MATTER, PURCHASES.................. 3690
PARCEL DELIVERY (See DELIVERY SERVICES, PARCELS)

PARKING
Charges, Reimbursements for........c.cccoveeivrirvneecnnnne 0755
Employee Parking................ ..4118
Loading Dock Areas ........... 1330.4
Parking Lots, Maintenance of . ..1330
Vehicle HOME SEOrage ......cccovvrvveeueieeerinisieisenesesiseeseenens 4109
PAY
Periods, Beginning and Ending Dates ...........cccoovverenene. 8512
Plan, State........cocveivieriieeiee e 8510
PAYROLLS ..ottt 8500 et seq.
Collection of Overpayment. 8776.5-76.7, 11072.2-72.22
Disbursements ..o 8421, 8451
Expenditure Accounting . ..8590 et seq
Expenditure REGISLEr.........ccoeiiirirrieieirseeeereese s 8361
Warrant REGISTErS.......ucvvveveeeiririeieieeesesiseeeeeeseseseesesenens 8361
PERIODICALS AND BOOKS, PURCHASE OF ..........ccco.... 3691
PERSONAL PROPERTY
Claims for Damage t0 .......ccovrvrvreeeerererireereereesesee e 8423
Sundry, Private TrUStS........coeeeennennieee e 19424-425.3
PERSONNEL .....c.coitiiiiiireeiseee e (See SPB Manual)
[SYCT1 1] SO .0400-22.1
General Procedures, Payroll.... ....8531-35
Help Wanted AdvertisSements .............cccoovevininicinennne 0550
Personal Services
Quarterly Allotments............ccccevune ..8341
Personnel-Year, When Billing for Services. ..8740
Positions, Certification for Payment............ ..6521
Release of Warrants Designation... 8477.1
SEIVICE AWANTS ... 4700

PETROLEUM PRODUCTS
(See FUEL & PETROLEUM PRODUCTS)

PETTY CASH FUNDS (See REVOLVING FUND (OFFICE))
PHYSICAL EXAMINATIONS, FEES .........ccooviiiiinnen 0191-92
PHYSICAL INVENTORIES, INSTITUTIONAL STORES. 10860

PHYSICALLY HANDICAPPED (See HANDICAPPED)

PILOT QUALIFICATIONS ..ottt 0747
PLAN REVIEW ...ccoooiiiiiiiiinienieisisie e 1456.2
PLANNING
Long-Range FacCilitieS..........ccceevivrvririereieririsseeeeenns 1310.3
Metropolitan Areas..........cccoevrcerinirnieeeesrese s 1310.3
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PLANS ...ttt
Agency Information Management Strategy
........................................ 4819.31-.42, 4900.1-.03, 4925
Of Financial Adjustments.. 8452, 8452.2, 8715
Organization, Approval of ..........cccoeeeeinnnncieiiee 0130
Statewide Planning ..........cccoovevvvvereieinnennseienenses 1100-08
Telecommunications, Review of ..........ccccooveiienninnne. 4525.1
POLICIES
Architectural Revolving Fund...........cccocovvinicciiinnnnne. 1452.2
Authority for Form 23 Review. .1452.2
Request for Form 23 Review.... .1452.2
Request for Project Undertaking ..........c.ccooeveennnineneene. 1452.2

POLYCHLORINATED BIPHENYLS PROGRAMS........... 1327.13
POOL VEHICLES (See VEHICLE, STATE-OWNED)

POOLED MONEY INVESTMENT BOARD.......ccccoecvviiiiiens 7350

PORTFOLIO MANAGEMENT .....ccovveireiseieeeeeseiniens 1310.3

POSITION(S)
BIANKeL ..o 6439, 6518
COdE NUMDEIS .....ccvvviieieieieiisie e eeeerenens 8533
DOWNGIadiNg ...c.cvveeeieiiirieiee et 6406
Established... . 6521, 8531
Exempt............. .. 0400-22.1
Personal SEIVICES.........coeeiriririeieeeiiesess e 6403
ReClasSifiCation............ccovcevieeiieiiee e 6406
Salaries and Wages. .. 8341-41.1
Schedule ... ..6424-6429
Vacant Position REPOI..........cccevvrireevriesieriseeeee e 6445

POSTCARDS (See CARDS)

POSTAGE ..ottt s 8115
PUICNASE Of ... 8115

POWER OF ATTORNEY-REVOLVING FUNDS ...........c...... 8160

PREVENTIVE MAINTENANCE
(See VEHICLES, STATE-OWNED)

PRICE LIST AND CATALOG, CENTRAL STORES............. 3542
PRINTING ..o 2800 et seq.

AAVEITISING ..o 2825
Brochure, Pamphlet and Poster Printing ............c.cccccevene 2820

Computerized Addressing SErVICeS .........cccevervrrrrereerereens 2820
Copying and DUplCaAting ........cccccemnnnniiiciieieieisnens 2850
Costs2810, 2860

Desktop PUBISNING........cccociriiiicices e 2820
Dup. and Repro. Services..........c......... 8752-52.1

Electronic Publishing (Disk or Internet) .........c.cccocvvennne 2820
EStIMALES.....c.eevecieieisie e 2810
FOrms Printing ........ccoeeinnniiicceicccnieessees 2820
Interagency Mail SEervice........c.cocovevenrnnecrenenseeceens 2820

Legislative Printing and Distribution...........c.ccccovvecnnne 2820
MaSS MailiNg .....ccoovieeveiirieetee e 2820
Master Service AgreemeNtS..........oeeeeerereereererereseeeenens 2820
Ordering FOM .....c.cccuiiniiiecee e 2810

PrINE BUYING.....coieieciiicieiiiicceeee s 2820

Prison Industry Authority.. 2850, 2855, 2860, 2865

Publication Printing.........ccccoeeieiminnnicriceeses 2820

QUICK PFINTING .. 2820

SChEAUIING ..ot 2810

Services or Supplies,

Authorization for..........cccoeevvvevicevicienenn, 3571, 8472.1

Stationery Printing

UNIoN LaDel ......covviiiiciciicccte e
PRIVACY LAWS AND REGULATIONS .......cccoveveirririinnnns 1745
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PRIVATELY OWNED AUTOMOBILES
(See VEHICLES PRIVATELY OWNED)

PRIVATE TRUSTS ... 19420-25.3
PRISON INDUSTRY AUTHORITY

Authority
Printing.......
Purchases
PROCUREMENT
INEFOAUCTION ...
Acquisition Phase.....
Acquisition Planning
Authorization of Agreements.........cooeveviceerinnnninnees 3507
Certification..........coceeeirniecieneeeeeee 4819.41, 4832
Departmennt of Finance Review of
Procurement DOCUMENTS .........covvvevrrieeriineise s 5211
EXEMPLION ..o 5230.6
Leveraged Procurement Agreements ..........cocveveveeeenenennas 5291
Uniform Standards ............c.coceuuee.
Post-Award Activity
Principles for IT Procurement...........c.ccoeoveunieennnininn. 5230.4
Public Policy Consideration............cccooveeeninnnecinns 5230.5
Responsibilities and Authority... ...5200.5
Uniform Standards .................. ..5230
OFfiCe OF ..ot 3500
Area OFfiCES .. 3558.3
SEIVICES ..ottt 3510
PRODUCE STORES
Institutional ACCoOUNting........ccvevevrirvrenreicnens 10822, 10920-94
PROFESSIONAL POLICY ....covviiierernere s 1456.2
PROGRAM CHANGE
Letter Of NECESSILY .....vcveveriirireeieeee e 6536
PROGRAM PURPOSE
CONSLIUCLION SEIVICES .....ecveviriiririeieeieiseeie e 1454
Design Services.... ..1452
Regulation SErViCeS.........ccocirieirririeiiirrsiee s 1456

PROJECT MANAGEMENT .......cocoiiiiiiiiccceeeas 1315

PROJECT MANAGEMENT METHODOLOGY-SEE CALIFORNIA
PROJECT MANAGEMENT METHODOLOGY (CA-PMM)

PROJECT PLANNING
Architectural Planning ... 1452.4
Cost Control ENgiNEering.........oveveererireneeeennnsienenens 1452.4
ReVIieW Of PIans.........coveeininirneeieree e 1456.3

PROJECT UNDERTAKING, REQUEST FOR.........ccoouu.... 1452.2
Agencies Exempt From Review................ ...1452.2
FOrm 23 ... ..1321.12, 1452.2
POHICIES ... 1452.2

PROPERTY (See also REAL PROPERTY)

Accounting ........coeeeeenns .8600
Acquisition (Real Estate) ..8705
ClaSSES OF ...t 8652

Damage t0......ceiviircireiiee e 8777.1-78
Disposal......... ...0510, 1322.15, 8640
Federal SUrplUS........cccooirivvneeiesecene 3521, 8422.107

Journal ENtries.......ccccovvviiicicce s 8670
Ledger, Subsidiary Records
Lost, Stolen or Destroyed....

Management.................... .8600
Reconciliations.. .. 7924
Records.......... ..8650
REPOMS .t 8660
Reutilization .. 3671, 3520

SCrAPPEA ... 3520.9
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Survey Report (FOrm STD. 152)......ccccceovnnnircninernnens 3520.3
LIVESIOCK ...
Vehicle Disposal...
TrANSTEr .o

PROPERTY SURVEY BOARD........ccccooiiiiriinnecies 3520.3

PRO RATA GENERAL
ADMINISTRATIVE CHARGES..........cccccovviiiiiiiins 8754

PUBLIC INFORMATION (See INFORMATION)

PUBLIC WORKS BOARD
Preliminary Plans, Approval of .........ccccooceeiviiiinniseininnns
Real Property Acquisitions...........
Working Drawings, Approval of

PUBLIC WORKS PROJECTS
ApPropriations.........c.coceeeeeevenenn.
Design and CONnStruCtioN ...........cccveveecurieennnininiceees
DishUrsemMents ........cccoeoviiiiecerreeee e
RESD FOIM 23 ...ttt

PUBLICATION OF REGULATIONS (See REGULATIONS)

PUBLICATION(S)
ACCOUNEING TOF...cviiiiiciccee s 8785
Administrative Regulations............ccccoevernnnciceinns 0530
Definition Of ......ccooeiiececcc e
Distribution for Libraries...
Exception to Definition .....
Federal, Purchase of ..........ccccoevveiviciieeccceeese e
Libraries (See LIBRARY DISTRIBUTION ACT)
Publications and DOCUMENES .........cccvirirrriririeeriririnirieenens 3120
Purchase of
State Administrative Manual............ccccceeerrrinienenes 0001-0030
SUDBSCIIPLIONS .o 3690-91

PURCHASE AND EXPENSE CLAIMS,
DISBURSEMENTS ... 8422

PURCHASE ESTIMATE (Form STD. 66)
Estimating QUArterly ...........cooveieennnncccieens 10806
REQUISTTIONING ...t 3550

PURCHASE ORDER
INSEIEULION ...

PURCHASE ORDER CHANGE
(FOrM GSOP 7).t 3566-66.2
Sub-PUrchase Order...........ccovvevieerieenieesieeriereseeens 3570-72

PURCHASE(S) ..o
AICONOl, TaX FrEE. ..ot
Bookkeeping Machings............ccvveeiiiinnnecnennneceens
Centralized Purchasing, Relief from
Contracts, Centralized Purchasing ......
Delegated Purchasing.........ccccoeveneiniiecnneee
Delivery COmMMItMENtS.........oeeeririrrereeere e
Fresh Produce .........ccoocevneniiccccninnnnn
Improper Ordering on Sub-Purchase Orders.....................
Installment & Lease/Purchase Accounting.............c.c.ue.. 8632
Institutional STOres..........cccoviircinnincce e 10808
Light Globes
Limit...............

(Continued)
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PURCHASE(S) (Continued)

Pencils, etc., for Employee USE .......ccoveeiervrireneeeennne 3676
POSEAGE ..t s 8115
Printing (See PRINTING REQUISITION)
Prohibited PractiCes..........cocoevierrreieinrsieeee s 3504
PUBIICALIONS ......cviiiccce s 8114
Requisitioning Procedure...........cccoveeeininnininenenenne 3550-58
_Q_
QUALITY, CODE DEVELOPMENT......cccoceieriririireicieienens 1456.2
-R-
RATE, AGREEMENTS, FREIGHT SHIPMENTS........ 3801, 3885
REAL PROPERTY
ACQUISTTION ..o 1323.12
Appraisal ..... ..1323.12
Easements.... ..1323.15
GIFES oo 1323.12
INVENEOTY ..o 1324.14
Leasing State-Owned Property to Others ...1323.1
Posting of State Property.......c.ccccccvvuuee .1323.14
Proactive Asset Management.. ..1310
Real Estate Services............ ..1322
Relocation Assistance ................ ..1323.12
Statewide Real Property InVentory ..........cccoeceeeeenenne 1324.14
SuUrplus State LandsS........ccuvveveeererireeeeieneresiseseenenennns 1323.13
Transfer of Control and Possession Between
State AQENCIES.....cvrveeieeereirisrieee e 1323.12
RECEIPTS
Cash TranSaCtioNs ........c.ccvrvereiienrsreeee e 8020
Institutional Stores ACCOUNtING..........ccceerirrrinirineees 10821-23
Private TIUSES. ......cveveriiireieeee s 19420
RECONCILIATIONS
Agency Account Balances with SCO Balances............ 7921
Bond and Treasury Sys. ACCLS. .....ccouvvrvrrerrerererennnns 7923, 8060
Office Revolving Funds.......... 7922, 8193
[ (0] 0= 172 7924
TYPES OF . 7920
RECONCILIATIONS AND REPORTS ......ccccovririniene 7900 et seq.
RECORDING
AQVANCES ..ot 8471.1
Electronic Fund Transfer ..........ccccoovvvicncnnnnens 8471.3
RECORDS
ACCOUNTING ..cviiiie e
Employee Attendance ..
Farm Products .........c.ccorereeiiininieeeneee e
Stock, Institutional Stores...................... 10851-52, 10860-61
Subsidiary, ACCOUNLING ... 7800-32
RECORDS MANAGEMENT
Abolished Organizations...........c.ccceeeeenirrnceiennneeeens 1687
ASSISTANCE ...t 1695
Biennial Progress Report on
Records Management..... .. 1611

Development/Implementation. ..1602
Electronic Records............... ...1600
Establish/ AdMINISIEN ..o 1602
FOrms Management..........ccovververeineeennesieresienesnens 1700-50
Government Codes..........ccccen.... ...1602
Guidelines, Fact Sheets, Handouts........ 1695
Management Practices/Recommendations .. ..1614
Obsolete ReCOrds ..........cocevvrrneiriceinns .. 1611
PUDHC RECOIS ....ocveiiiieiece s 1602
Records Disposal... 1602, 1611
Transfer of CUSLOAY........ccorrriiiirneeeeee s 1687
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RECYCLE
Garbage Collection..........cccvevrvririveeeririseecene s 1900-60
Paper (White)... ...1900
Recycle, Project.. ...1900
RECYCIING ..ot 1900-60
REFUND(S)
ACCOUNTING TOF ...t
Cash Accounts.
ClAIMS ...t
Gasoline Tax
Revenue
Unused Services, Claims for.........ccocovvieveiviciiiiiennns 11073.2
Utility Services LIS .......ccccovvviiicieinnnicccieenns 8750
REGISTER, BOOKS OF ORIGINAL ENTRY, ACCTG......... 7222
REGULATIONS, OFFICE OF
(See EXECUTIVE ORDER)......cccccovnreiinininnns 1456-1456.3
REGULATION SERVICES, OFFICE OF
Contacts..... ...1456
Functions ......... 1456.2

Internet, Location 1456.3
Program PUIPOSE .....c.cceiiemieniieniee e 1456
PUBIICALIONS .....ovviiricc e 1456.3
Statutory AUthOTItY .......ccovveeiiiee e 1456.1
REIMBURSEMENTS

Advances for Travel EXPenses..........ccoeevvneiniciereanens 8117
Budgeting for

Cash Purchase FUNds...........cccocevnnninicieines 8112.5
Classification Of ..........ccceeiiinreeiiiie e 11071
Crediting of......... ...8287

Interagency Services..
Mileage................

Non-State Employee0774
RENTAL PAYMENTS ..ottt 1322.1
REORGANIZATION....ceiiirieirieisieeeiesene e 0130
REPORTS ...t e 7900 et seq.

RESEARCH GRANTS (See GRANTS)

RETIREMENT FUND(S)
List of Retirement FUNAS..........ccccooovieviievieisceccee 16400
Offset-Retirement...
Payroll FUNCHIONS.........cc.ouciiiiririeeece e

RETURN ADDRESSES (See CORRESPONDENCE)

RETURN OF STOCK .....ciiitiiieiieiesiee e 3543.4
RETURNABLE CONTAINERS .......cccoieiiieeieveeece e 8765
REVENUE
Accounts, SUDSIAIArY .........ccoeeervririnenieneresseeenenns 8212-13
StatemeNts OF ... 7956

REVERSION (See APPROPRIATIONS)
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REVOLVING FUND (OFFICE)

Accountability ........... 8100-93, 8111.2, 8112.6, 8121.1, 8130
Accounting and Cash BOOK ..........cccccoviieicnininine. 8190-93
AdVanCes........ccoceeerinnenn ..8425, 10501

Cash Purchase Funds . .8112-12.5

U.S. Agency-Working FUNd..........ccoeeiervrnniriceennns 8122
Augmentation........cccoeveeieienns ...8170

Cash, Ledger Account...... .10402
Claims for Reimbursement.. 8170
Custodian...........cccveeennene. ...8130
DefiCIeNnCies......ceeueiriirecceiseiee ...8072
Disbursement Voucher (Form STD. 438).........cccceurvvvrunnas 8140
Endorsements (Power of Attorney).........cccceeeeerrereeeenenee 8160
Establishing of..........ccccoovvvienenns ...8170
Establishing Funds for ........ ...8425
Institution Cash Payment FUNd.........cccccoveeieivrnniriceennns 8121
Invoices Scheduled for Reimbursement

DiSCOUNT INVOICES.......ovierriecieieieieiris et 8113

Reimb. Voucher & Invoice Recording ............. 8422.108

Replenish Cash Purchase Fund............ccccccevrvnnee. 8112.5
Office Revolving FUNS...........ccocoviinvnnicciieieees 8100-93

Payment Authorization for
Discount Invoices.... .
Registration FEES........cccvvririririeereiirissee e 8120

Petty Cash Funds
Cash Fund (Institution)

Change Funds............. .

SHOMAGES ..t
Purchase of

BanK DraftS ......ccovveeeiirinirieieeesnessie s eenens 8123

Postage ......cccoeeerennne ...8115

Publications, Federal.........ccccocovvivnirirneeierirrinienns 8114
Reconciliations............cccccevue. ....7922, 8193
Reimbursement, Claim Schedule ..8170, 8422.25
Salary AdVANCE ..o 8595
ShOMAGES IN..vcviriiicceee e 8072

REVOLVING FUND (SERVICE-GENERAL SERVICES)

AQVANCES ..ot 8471-8471.1
ATCHITECIUNE ...
Electronic Fund Transfer for Services..
Service Revolving FUNd.........cccoovvviceiinnecesee
ROBBERIES (See CRIMES)
ROUNDING FIGURES........ccconeinitienieinieisneenesseeienens 8299.1
—S—
SAFES AND VAULTS ...coiiiiienicinneieneesesiee e 8024
Placement of for Security Reasons ..........ccccovvvverueerennne 8025
SAFETY
Construction of School and Hospital ...........c.cccocveennnne 1454.2
Operation of Vehicle.........ccccovviniicciiiin, 0750.1-54
Requirements for Privately Owned Vehicle...................... 0753
Standards for State-Owned Vehicles........ .3622-22.4
Structural Safety..........ccoovveennene 1450, 1456

SUGGESLIONS ..vvieiiieiriee ettt 4700

SALARY
AAVANCE......cviieiiriicteee e 8580.4, 8595
Allotments, Budget Control
Billing fOr SErvices .........cooviiiciiiincccece e
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0400-22.1

Farming Operations... .10992

Hourly Rate for Services.. 8740
Judgment Against...... ...8593
STV T ST 8341.1
Warrants
Deceased EMPIOYEES.......ccccvrvverreeviniirinisiseernns 8477.1
Distribution of .......ccooiiiiinie 8580-80.5
SALE
PUBLIC ...ttt 3520.7
REAI PrOPEITY ...t 1323
Surplus Products, Farming Operations ............c.c.coeveeue. 10950
Surplus Products, OffiCe ........ccovvreeriinniecenn 3520.4
SAVINGS ACCOUNTS, TRUST AND AGENCY FUNDS
BaNKS ...t 19462
Savings and LOAN ....cocvvveveveeiririsieeeesesseee e s 19463

SCHEDULE (See BUDGET, Schedule)

SEAT BELTS AND HARNESSES
(See VEHICLES, STATE-OWNED)

SEAT COVERS, AUTOMOBILE (See VEHICLES, STATE-

OWNED)
SECURITY
ACCOUNLS, TrRASUIEI™S...viviiveiieerieresieeeeeessese e sre e e saeas 8921
Depositor’s
Information Technology .........ccccocvvvviniciicicinnens 5300 et seq.
Investments of Trust MONEYS........cccovorvneeiennsseeenes 19464
REGISTEN ..t 10564, 19422
SEISMIC BUILDING PROGRAM .......oouvirierniiinieerniniene 1327.1
SEISMIC CERTIFICATION ...t 1321.18
SELLER’S PERMIT ...oviiiiiicriereeeseee e 8721

SEPARATION OF DUTIES (See DUTIES, SEPARATION OF)
SERVICE AWARDS (See PERSONNEL)

SERVICE REVOLVING FUND
(See REVOLVING FUND SERVICE)

SERVICE(S)
Architectural and Construction ... 1450-1456.3
Automotive Equipment INSPECtion............ccovvvcecnerenene 4113
Billing for Services (General) ......... 8740, 8753-58.1
Buildings and Grounds Maintenance...........ccccocevreeeencns 1330
Billing fOr ...ovveecei e
Copier Maintenance
Electronic Fund Transfer by DGS..........ccccceevrvvirrierennns 8471.2

Duplicating and Reproduction
(See REPRODUCTION)

EMErgenCy SEIVICE ........ccciiiiiriririeieireresi et 6560
Employees .......... ... 11000 et seq.
Grounds MaintenanCe...........cocoeerreieieeenieinieiee e 1330
Interagency Administrative Costs ... ... 8758, 8758.1
Medical and Hospital............ccccoeoeieinnnnccninnne 0190, 0482.5
Motor Vehicle REPAIr.........ccccvrvrireeieriinreeeresiseeeenens 2430
Provided by Department of

General SErViCeS........ouvveeirennreniceiens 8471, 8471.2
Shipping (See TELECOMMUNICATIONS)
To other than State AgENCIES .......oeveevrereririeeeriresseeiees 8753
TO TENANTS ...t 1330
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SHORTAGE
Budget DefiCIENCIeS ........ccovivreieeriirrieceereece e 6536
ReVOIVING FUND ... 8072
SICK LEAVE AND VACATION RECORDS ........ccocovvuniunnnee 8539
SIGNATURE CARDS (Also see CARDS)........cccouerneirnineens 8001.2
SMALL BUSINESS
PUFCRASE ..o 3571
SMOKING
Ban on Smoking in State-owned or Leased Space......... 1330.5
SPACE
ACTION REQUESE ..ot aesenens 6453
AlOWANCES ... 1321.14
Interior Space Planning and DeSign..........cccecerervrireereennns 1320
Office and Warehouse Facilities (See LEASE)
SPECIAL ..ot
Acts of Service (See MERIT AWARD PROGRAM)
Deposit FUNd ........cccovreeiiiiceee 18420, 18424.5-424.7
PUIPOSE TIUSES ......ocvciiiiriicr s 19440
SPECIAL ACCOUNTS
(See OTHER GOVERNMENTAL COST FUNDS)
SPECIAL PROGRAMS.........oviiiririieiritisnienisie e 1452.4
SPECIAL PROJECTS......coviiiritieiniierneierneiesesieese e 1456.2

SPECIALIZED TRAINING (See TRAINING)

STATE ADMINISTRATIVE MANUAL (See MANUALS)
STATE ARCHIVES ... 1614, 1673.1
STATE BOARD OF CONTROL (See BOARD OF CONTROL)

STATE BONDS, ACCOUNTS ....cocoriicrcirieininirsnee e 8931-32
STATE BUILDINGS
Building Maintenance............cocceoevenreceiennseeeesesas 1330
Charges fOr SEIVICES .......ccccrvriririeeieriresireeeereesesseeeenens 1330.1
Display of Art, Posters and NOICES.........ccccevrrvrveenene 1330.7
Grounds Maintenance .
Service Information.........cccovveecenne. "
Use Outside of Regular Working Hours..............cccevuin. 1330.3

STATE COMPENSATION INSURANCE FUND
(See INSURANCE)

STATE CONTRACTING MANUAL ..o 1205

STATE CONTROLLER’S ACCOUNTS
(See CONTROLLER, STATE)

STATE PRICE SCHEDULES. ..........ccooiiiiiiiicie 3531-33
STATE TREASURY SYSTEM .....cccoviiiiiiiiice 8001, 8890

STATE TREASURER’S ACCOUNTS
(See TREASURER, STATE)

STATEMENT OF
OPEIALIONS ...ttt
Financial Condition.. .
FUNd Condition.........cccovevieireriiecceeeee s
REVENUE ...ttt

STATEMENTS, BANK ... 7923, 7967, 8060
STATEWIDE COST ALLOCATION PLAN .......ccoveiiiiinne. 8755

STATEWIDE PLANNING.........cccooviiiiiiiicnen 1100 et seq.
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STATIONERY
Letterhead .........ccoveiiiiiciciiccc e 2820
PriNting OF ... 2820
STATISTICAL RECORDS FOR PROPERTY
ACCOUNTING.....ccriiieiriicrriiieireieinesie e 8660
STATUTORY AUTHORITY
CONSErUCtioN SEIVICES.......ouvv i 1454.1
DESIGN SEIVICES ...ovvvvireieiirieieieee e 1452.1
Regulation SErviCes.........cocveeiinnniicseseneeee 1456.1

STOCK RECEIVED REPORT
(Form STD. 106) ............ 8422.20, 10808-10822.1, 1087273

STOCK RECORDS,
INSTITUTE STORES........cccovviiiriinnn 10851-52, 10860.1

STOLEN (See LOST, STOLEN OR DESTROYED)

STOP PAYMENT REQUEST (Form STD. 432)............... 8044-46
STORAGE ...ttt
Bills, Audit of ..... ....3851
Household EFfeCts .........cccvveiiiiiieiiecse e 3822

RECOIUS ...t 1680
STYLE MANUAL (See PRINTING)
SUBPOENAED WITNESS, ABSENCE FOR (See TIME OFF)

SUB-PURCHASE ORDER

(FOMM STD. 40A) w.oovereeeeeeeeerersesre 3570-75.1, 8422.103
SUBROGATION RECEIPTS ......ooooooreeeeecereeeessssssssecereeeesesses 8775
SUBSIDIARY RECORDS (ACCOUNTING)............... 7800 et seq.
SUBSIDIARY REVENUE ACCOUNTS........ooororrerccceeen 8212-15
SUB-STANDARD COMMODITIES..........oovvoorreeeresccrerneren 3510.4
SUB-STOREROOMS ...cooooeeeeereeesseessseceereeeessssssssereeeen 10831.1
SUCCESSFUL PLAN REVIEW ....ooooceeeccceereeessesesescereeeese 1456.3

SUGGESTIONS, EMPLOYEE (See MERIT AWARD)

SUPPLIES

Accounting, Institutional ..............ccccccennnnnnenee. 10800-892
Blanket EStIMALES .......c.covrvririririeeiiirneeeee e 8342.2
Catalog and Price List ........ccocoeeemiinniccicesseees 3542
Deliveries from Material Services... .3543.2
LEAGET ..ttt 7818
Ordering from Material Serv. Sec .. 3543-43.1
Produced, Stock Records...........cccovevvveviererierennennn. 10920-980
Stock Received

Report ... 8422.20, 10808-10822.1, 1087273
Warehousing and INVENLOrY ..........cccoeveninnnenccnenns 3535-36

SURETY BONDS (See INSURANCE-SECURITY BONDS)

SURPLUS
Data Processing EQUIPMEeNt...........oeeerinneccieinneceens 5903
Disposal
Farm Products, Sale Of ..........cocooeviiiinieiincncens 10950
Heavy EQUIPMENT ........c.oiiiiiicecrieese e 3615

Information Technology Equipment ...

Information Technology Supplies... .5951-53
Money Investment FUNd...........cccoovirnnciiinnnseeeene 8284.1
Office EQUIPMENT ..o 3520
Property, Purchases .... . 3521, 3671

Property, UtIlization ... 3671
State Lands .......ooveveeiiirnieeieeee e 1322.15
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SURVEY REPORT, PROPERTY ....ccccovieiiieieiee e 3520.3
T
TAX
Federal
Exemption, Motor Vehicle Fuel ............cccccovnnen. 8745.5
Exemption, Purchases.... 3574.1, 358
Use Tax on Civil Aircraft.........ocoovvviiicinnnnns 8737

Income Tax, Withholding ...

Moving Expense........... ...8572.1
Personal Property .. .3574.6, 8736
Refunds, Gasoling............ccccoevnne ..8745.1-45.5
Reportable Payments to Individuals .............ccccoeueeee. 8422.19
Sales & Use TaX......couevvvrrricrennnnns 3574.2-74.5, 8720-35.4
Non Taxable Sales ........ccoovreeeiiniirncciereeene 8722
Utility User’s................ .
Withholding........cccoeevnininiciniins 8572, 8572.1-.2, 8572.5

TAXI SERVICE (See VEHICLE, COMMERCIAL)

TD SERVICES..4540TEACHERS' RETIREMENT SYSTEM (See
RETIREMENT)

TELECOMMUNICATIONS (See Chapter 4500 Index)
TELEPHONES (See TELECOMMUNICATIONS)
TELEPHONE DIRECTORY, STATE .....ccccotiiirricicinees 4550

TEMPORARY DISABILITY COMPENSATION
(See INSURANCE)

THEFT (See LOST, STOLEN OR DESTROYED)

TERMS AND DEFINITIONS. .....c.coociieriennieieneeneeieeiens 1710
TIME OFF
EXPert WItness .........ccvvviiiieieriisni e 8594.2
HOBIAAYS ..o 8740
JUPY DULY . 8594
Subpoenaed Witness ... 8594.1
Travel Status, While on..................... ...0726
When Charging for Employee Services...........ccccoovvnineee 8740
TORT LIABILITY
Accident INVeStigation .........ccocovvevreieiererinseenesesseeenens 2455
Budget
Payment ProCeAUIE. ........ccceeriirireeieriesisieie e 8712
TRADING STAMPS ...ttt 3613
TRANSPORTATION MANAGEMENT ......ccoverrinnnn 3800 et seq.
AGENCY ASSISTANCE ...vvvveeeierereiseeierereeseseseeeseeeeseseesesesens 3803
Forwarding Bills for Approval..........cccccoeeeiiinnnecennne. 3851
TRAINING
CONVENTIONS. ...t 0724
Driver
Employee Development for Information Technology......4854
CONVENLIONS ....oviiiiiiccc e ..0724
Out-of-State Travel . ...0762
Registration FEes........coeevirnreicisreeceree 8120
TRANSFER(S)
Budget Allotment ..........cccccevvrreeinreccees 6539, 8324
Controller’s .8451-60, 8830
Equipment within a Fund...........coccoeveiinnnncicineecee 8640
SUIPIUS PTOPEIY ... 3520.4
VENICIE. ...t 4112

TRANSMITTAL OF CORRESPONDENCE,
GOVERNOR’S OFFICE ........ccccvviiiiniiiinen, 0211-11.2
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TRASH (RECYCLING) ...c.cvrierriierieeeeeeeene 1900-1960

TRAVEL.....ooiiiieiitreeceee e 0700 et seq.

AAVANCE ...t 8116-17, 8180

Advance Approval to Travel .........cccooveeiennnnccicnenne 0760

Aircraft, By ..o ...0740

Use Tax on Civil Aircraft...........ccoovvvivinnnnee 8737

Audit of Transportation Invoices 8422.114, 8711.3

AUtOMODIIE, DY ... 0750

BOordering States ..........ccoeeeirnniiicie e 0710

Conventions, Conferences, or Business Meetings............ 0724

Credit Cards.......cccovevicnceensnee 3629, 8711.1-11.2
Deceased Employees, Return to

HeadquUArters..........cccceernric s 0772

Agency Verification 8711.3

Extra Hours, Credit for..........ccoeeiveinnnncciccnneens 8540

Insurance.................

NON-State EMPIOYEES ......c.cveveeeiiriririeeieireie e 0774
Out-of-Country ....... ...0760
OUL-OF-SEALE ... 0760

Per DIBM ...ttt 0721
Public Transportation, Use of . ..4117
Relocation Allowances......... ...3829
Rental Cars, Commercial...... 4117.2
Time Off During Travel Status ...0726

Travel Log (Form STD. 273) .. ...4107
Vehicle Use Determination .............ccccccevvvncniciceenens 0750
TREASURER, STATE
ACCOUNES ... 8900-32
Bond Accounts ... 8931-32
MaNAGEMENT ...t 8900
Organizations for Fiscal Management ...........ccccovvvvvveevenns 7330
TREASURER’S
ACCOUNTABILITY LEDGER.......coovreneirninnns 8900-32
TRIAL BALANCES ...t 7962
TRUST
Agency Trust FUNd Cash.........cccceovvnnneiennneceene 8090.1
Deposits Ledger................
Inmate’s Personal Property... ..19421.3, 19425.2—
INVESIMENTS.....coiciiii 19460-64
Private (Money Securities &
Personal Property) .........cocccovevnnnneniccennan 19420-24
Special Deposit FUNG..........ccccoorreeiiinceeeeseees 18420
SPECIal PUIPOSE ....vviiiiicicicieieis e 19440
Trust & Agency Funds
Bank ACCOUNLS ......c.cooviririiicicieie s 19462
Federal ........... 171001-400
NON-TTEASUNY ...t 19400
Savings & Loan .19463
OLhBI ..t 18420
Unclaimed MONEYS.........ccooeeennnnrcninnnne 8283, 18424-24.7

TYPEWRITERS (See OFFICE EQUIPMENT)

—U-
UNDERGROUND STORAGE TANKS PROGRAM ......... 1327.14
UNDERPAYMENTS & OVERPAYMENTS, INCOME ......... 8241

UNEMPLOYMENT INSURANCE (See INSURANCE)

UNIFORM SYSTEM OF ACCOUNTING,
INTRODUCTION........cooviiiiiiiccie s 7110-7150

UNION LABEL (See Printing)
UNSIGNED CHECKS.......coooiiieneereeenee s 8036
USE TAX (See TAX)
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UTILITY BILLS, CONSOLIDATION OF
REMITTANCES.........cooiiiiiice 8422.110

UTILITY SERVICE LINES, CONTINGENCY REFUNDS....8750

V-
VAULTS AND SAFES ......ccovinineeeeeeeee s 8024-25

VEHICLES, PROPERTY REUTILIZATION
General Services, Department of ............ccocoeveinnnccinnnne 4112

VEHICLE, COMMERCIAL

ACQUISITION ..o 3620
Automobile Rental .............. 4117.2,8422.115
Damage, Reimbursement for..........ccooeeierinnneeiernnnns 0758

INSUranCe COVEIAQE ........ccvrveurierierrrieteresee s 2420

VEHICLES, PRIVATELY OWNED
AcCident REPOIING ........oceeiririnirieice s 2440
AULhOrZation t0 USE .......cveueeiirieeiece e 0753

Damage, Reimbursement for.......... 0757, 2541.1
Insurance and Safety Requirements.........cococeeervrvrereeeennns 0753
INSUFANCE ... ..2420
Mileage Rates ..0754
Motorcycle ........ ..0759
Parking Charges ........ccuveeeiinirineeienssee e eseses 0755
Use 0N State BUSINESS .......cocovrueueieriririnisiceresisisieieneens 0750-55
VEHICLES, STATE-OWNED
Accident Reporting .........ccoeeeerennnieininns 2440, 8777.1-77.2
Acquisition................
Annual Inventory . .
AUCTIONS L.
Automotive Equipment, Purchase of ...........ccccoovnneee. 3620-29
Credit Card USe......cccovvvniicrcrennnnn 3629, 3590.1-90.5,4108
Damages to.... 8777.1-77.2
DEfiNition ....ccoovveeeciiecec e 2520.1
DiSPOSal OF......cvieiiciirciri 4111
Fleet Vehicle, Typical ... 3620.1
Fuel and Petroleum Products ......... .3681-89.2
Glass and Windshield Replacement.............ccccvveenennne. 4115
Handicapped, Equipped for ........c.cccoovnincciniines 4100
Home-to-Office Use of and Home Storage . ..4109
Identification ..........ccceeevievneeieisseeene .
INSPECLION ...t
INSUFANCE ..ot
Liability Insurance
Maintenance.................. .
Maintenance Standards ...........c.ccoeoeerreeiiinnseeenes 4101
MISUSE OF ...
Modification..
Pool Vehicles.
Charges fOr ......cviiiirecei et
Preventive Maintenance..........oveeverinrereeenenesiseenenens 4101
Purchase .......c.cccoevvunee.
Responsibility for.
Safety Standards...........cccovrvreieniinnneee e

Special PasSENQEr ........ccveririniiiictieeeise s

USage REPOIt.......cocvviiiie e

Utilization, Responsibility for. .
Window Decals and InSignia ...........cooveeeeceerinnnneens

VENDING MACHINES.........ccoiiiiiic 1322.1
VERIFICATION OF ACCOUNT BALANCES.........ccooevuune. 7921

VOUCHERS, PURCHASE AND EXPENSE CLAIMS
FILED WITH STATE CONTROLLER.......ccooiiiii 8422

~W-
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WAGES (See SALARY)
WAREHOUSING, EQUIPMENT ....c.cvtirriiririerneeereeneens 3536
WAREHOUSE FACILITIES......ccooiirereeeeeeeeeenns 1322.1
WAREHOUSING, SUPPLIES ........cooonieireeinreieireeieneeeineeens 3535
WARRANTIES, MANUFACTURER’S

EQUIPMENT. ... 3515
WARRANTS

Alteration or FOIGery ... 8041.1

Canceled .................

Check Drawn
Check Signing Maching ...........ccocecevririreeeienniesseeeienns
Check Signing Rubber Stamps.........cccovrreeeininnnincieens 8082
Checks Received, General Handling

INSEIUCLIONS ... 8020-99
Check Stock........ .. 3696.1-96.3
Deceased EMPIOYEE........cccoorrreieirinniecee e 8477.1
Delivery of Claim or Invoice,

Payment for ..o 8041.2, 8422.6

Deceased Employee, Payable t0.......c.cccevvernnne 8477.1

Salary Warrants ............ccccee.ee. .. 8580-80.5
Dishursement by Controller ............cccccvevrrvieninnnnns 8421-27
Dishonored Checks............ .8043-43.1, 10511
Disposal of Check StOCK .......cccovrvvirieieririririeeeriiseeeieenns 1750
Employee Separations ...........covveeeienrnisseenensinieienes 8580.4
Endorsements.............. 8023, 8034-34.4, 816
Erroneously ISSUEM ..........cccevieiriririeieinininisieiecseeesesisieenens 8426
Forged Endorsements......... .8041.1, 8427
Loss of Blank Check StoCK ...........oceeiirinniciiiniirieiceens 8048
Lost or Destroyed State-Issued Checks....... 8044, 8426.1-26.2
Ordering Paper Stock Checks .........ccccovreienne. 3696.1-96.3
Qutstanding............. 8042, 8281, 18424.1
Paid AgeNnCy CheCKS........cccocirirnreeiirieee st 8050
Payable to Claiming Agency ...8422.25
Payable to COUNLIES ... 8422.26
Salary .... ... 8580 et seq.

Security 0 ..8041-41.1
SigNatures REQUITE ...........ceerervrireerereeesesiseeeeeseseseseesees 8041
Uncashed or unclaimed . 8042, 8281, 18424.1-24.7
Undelivered Salary ........c.ccocoeeevevriririnreennns ..8580.5
Unsigned Checks Received (Endorsement)..........c.ccceeeene 8036
Unused Checks, Disposal Of...........cccccovrvrveeiennnnissninnns 1750
WATER, BOTTLED. ...ttt 3571.2, 3612
WITHDRAWALS BY CHECK........coooiiriirrrinieeeieiins 8040-48
WITNESS, COURT (See TIME OFF)
WORKERS’ COMPENSATION (See INSURANCE)
DESKTOP AND MOBILE COMPUTING
DefiNItioNS ...c.coeiiiiceee e 4989.1
EXCIUSIONS. ...ttt 4989.2
Roles and_Responsibilities ... 4989.3
Statewide POlICY .......cocovvvieiciiiirccccne 4989-4989.
WORKING CAPITAL AND REVOLVING FUNDS............ 13400
—X—
—Y-
YEAR-END ACCRUALS ......cccooeveririines 8380, 8860, 10600-15
YEAR-END REPORTS......coiiiiiiiiiiiii i, 7950 et seq.
iy
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